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Module 3 -1099 Vendor Reporting

This manual shows users how to maintain the 1099-MISC reporting to the IRS for North Dakota
state agencies. The forms 1099-MISC must be in the mail by January 31 of each year. To obtain
a shorter version in checklist form, use the Print It! button on each specific OnDemand topic to
create what is called a “Job Aid.” (See Module 1 — How to use OnDemand Training for
instructions.)

For detailed instructions on specific topics relating to 1099 reporting, please see 1099 Reporting
for State Agencies.

Lesson 3.1 -1099 Reporting Within Vouchers

Vendor Reporting Within Vouchers

Agencies have a variety of ways to control their 1099-reporting while entering vouchers during
the year, so they will not have so much clean-up at year end. The following information is for all
users who enter vouchers - not just for the individual in charge of 1099 reporting for their
agency.

For the purposes of PeopleSoft 1099 maintenance, "reportable"” and "withholdable" are often
used to mean the same thing.
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3.1.1 -Choosing the Correct Location in Vouchers

Choose the Correct Location in Vouchers

The Location, not the address, determines how a vendor will be paid in voucher. The Location
contains the correct method of payment (ACH or check) plus it is set up to be reportable or not,
as the situation warrants. Once the voucher enterer has determined what they are paying the
vendor for (services or supplies), the next step is to find the correct location.

For more information on this topic, please see the website called Choosing the Correct Location
for Your Payment.

Procedure

This topic covers two scenarios that demonstrate the importance of choosing the correct
location when paying a vendor.

Step Action

1. Go to Accounts Payable > Vouchers > Regular Entry to enter a voucher. You can
walk through the following exercises using the example information, just be sure
to not save your voucher.

2. In this example, we are going to pay a REPORTABLE vendor (Prairie Rose Data
Products) for NON-REPORTABLE goods. To find the vendor, you would enter
"Prairie" in the Short Name field, then click the Look up Short Vendor Name

(Alt+5) button.

=

3. You may have to scroll down the page to find the vendor name you need. Click
the blue hyperlink for the vendor you need. In this case:
[PRAIRIE ROSE DATA PRODUCTS - FARGO|

4, The vendor’s default location will always fill in. Click the Look up Vendor Location
(Alt+5) button to find the right one for you.

5. Some vendors may have several locations and you will need to select the correct
one for your payment. In our example of buying supplies from Prairie Rose Data
[1099 MON-REFORTABLE SUPF IES.

Products, we would select

6. Back on the first screen, enter an Invoice Number, Invoice Date, and Amount.
Click the Add button.

Add
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Step Action

7. The Invoice Information page will appear. The Withholding link is going to show
up even though you selected the right location, because the vendor itself is
reportable.

Click this link to make sure that your voucher will report correctly - or not report,
in this case.

ithholdirg

8. The Withholding Information screen will pop up. Because you selected a location
that was set up as "non-reportable," the Withholding Details on this screen are
blank. That is what you want to see when you are purchasing goods or
commodities. Click the Back to Invoice link after verifying that everything looks
correct.

Backto lmmice

9. Whenever you are using a non-reportable location on a reportable vendor, you

will receive an error message that reads:

Invoice line is withhold applicable but withholding information not provided (7030,347)

No withholding information has been entered for the voucher line that is marked as withholding.
Press CANCEL to go back and enter the withholding information.

Press OK to change all voucher lines to non-withholding and save the voucher.

10. Since we do not want reporting on this voucher, click the OK button, as stated on
the last line.

11. ]
Es Add

Scroll to the bottom of the page and click the button. For training

purposes only, when you receive the warning message to Save or Cancel the

sample voucher, click ‘Cancel.”

12. This next example will show how a reportable vendor (Midcontinent Business
Solutions) can have a variety of reportable and non-reportable locations to
choose from.

13. Enter “midco” in the Short Vendor Name field and Click the Look up Short Vendor
Name (Alt+5) button. @

14. Click the MIDCONTINENT BUSINESS SOLUTIONS link.

15. Click the Look up Vendor Location (Alt+5) button to see what locations are

available for this vendor.
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Step

Action

16.

For this vendor, there are three locations on this screen that most users should
never select in a voucher:

1. MAIN - this one tells you to select another location.

2. 614291 - If you do not work for Voc Rehab, you will never use this.

3. BIDS - This is for the bidder system information only, not payments.

Therefore, your only payment choices for this vendor are:

1. 1099REPORT - For services other than advertising.

2. 2REMIT- Midcontinent wants their advertising payments to go to a specific
address, so you would select this location for advertising bills.

3. REMIT - Non reportable payments for utilities (monthly cable) or supplies.

Click the ADVERTISING-3901 N LOUISE AVE link for this topic.

17.

Finish entering the Invoice Number, Invoice Date, and Amount. Then click the

Add button, L% _]

18.

Again, because the Withholding link appears, we will want to make sure that the
screen is set up correctly for our payment. This is a good habit for all voucher
enterers to get into.

ithholding

19.

The Withholding Information page shows that the location we selected is set up
for reporting on withholding class 07 as it should be for advertising expenses.
Click the Back to Invoice link.

Backto lmice

20.

After checking the withholding link, users would normally budget check the
voucher and continue processing it for payment. We will stop here for this topic.

21.

You have just seen a variety of ways to select the proper location for your
vouchers. These instructions demonstrate how important this is for entering
vouchers correctly. It will also save time when it comes to cleaning up your
agency's 1099-MISC reporting.

End of 3.1.1.
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3.1.2 -Paying Employees

Paying State Employees

Specific rules are to be followed when making all payments to employees:

e When using PeopleSoft Financials, a "state employee" is defined as a worker employed
by a state agency on the PeopleSoft payroll system and who has been assigned an
employee ID (EMPL ID).

e Even though a worker is employed by a state agency other than the one making the
reimbursement, that worker is still considered a "state employee."

e All payments to employees of state agencies are to be made using the EMPL ID.

e This rule does not apply to employees of the ND University System, however. Please
submit a request to the Vendor Registry Work Request System for a separate vendor
number to be set up for a Higher Ed employee.

e If a payment to an employee needs to be reported on a 1099, regardless of the dollar
amount, a second location called 1099 will be added to the employee's vendor that will
allow reporting.

e The default location will remain HOME as entered automatically through Payroll. You
can choose the correct location while entering the voucher. This topic will walk the user
through the various options.

There is much more information on this topic available at: Paying State Employees. Please refer
to that website as well.

Procedure

This topic shows how to pay employees of state agencies for reimbursements or temporary,
reportable services.

PLEASE NOTE: Any employee paid for regularly scheduled services outside of their normal
scope of work should be set up on payroll as a "multiple job" employee. These instructions are
for one-day or occasional stipends for performing work for another agency than their employer.

The following instructions involve screen shots as it would be impossible to enter your own
sample voucher without knowing an employee’s vendor number that has 1099 reporting on it.
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/= Regular Entry - Windows Internet Explorer

= e
GT\__: ) w [&] https: iy conmectnd usfpspindo/EMPLOVEE R P/CENTER _fOUCHER_THFORMATION.VCHR_EXPRESS, GEL7Folder =hYFAUORITES = & [+ [ ) [82 v search Rl
| File Edt wiew Favorkes Took Help

. Favorites

& Regular Entry

**NDFQ=*

(=3

e window | Help |

neE
Voucher

{_Find an Evisting ¥alue  Add a New Value

Business Unit: 32580 Q
Moucher ID: NEXT
‘foucher Style: RegularYoucher =

Short Ventor Name: Q

Vendor ID: 7953999
endor Location:
Address Sequence Number: ey

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:

Add

Find an Existing Yalue | Add a Mew Value

&/ start] J @ J & Regular Entry - Windo...

=
= «

\ le

Step Action \
1.

In the first example\we are going to reimburse a fictitious employee for travel
reimbursements.

2. Click the Look up Vendor ID (Alt+5) button.
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{2 Regular Entry - Windows Internet Explorer

|_[=]x]
GC ) @[] Metps: fum connectnd,usipspindia EMPLOVEE/ERP{/ENTER _VOUCHER_INFORMATION.VCHR,_EXPRESS GBLiFclder=HYFAYORITES L
| File Edit view Favorkes Took  Help
¢ Faverites @ Reqular Entry

x*NDFQ#=

=3

Mesw Windov | Help | 5

Look Up Vendor ID

SetlD: SHARE
Wendor ID: [begins with ] [Teggagg
sShort Vendor Name: [agins with 7] |

Name 1: [egins with =] [
Classification: |= j |
Persistence: [= =0

LelLe

LuukUpl Clear | Cancel |Basiannkun

Search Results

1oi1
‘endor ID Short Vendor Name Name 1 Classification Persistence|
7999999 7999998-001 TEST EMPLOYEE Employes

Reqular

Aiseart| | @ || # Rregular Entry - windo...

Step Action

3. By looking up the Vendor ID, the voucher user can make sure the correct name

matches up with the EMPL ID entered.
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{2 Regular Entry - Windows Internet Explorer

GT\-_: g |g hitps:| fuan . connectnd us/psp ndfo/EMPLOVEE fER P cfENTER_VOLICHER_INFORMATION, VCHR_EXPRESS. GBL?Folder=MYFAWORITES

| File Edt wiew Favorkes Took Help

. Favorites & Regular Entry

**NDFQ=*

Home
>

Sion out

e window | Help |

neE
Voucher

{_Find an Evisting ¥alue  Add a New Value

Business Unit: |EFEENEN

Woucher ID: e

Moucher Style: RegularYoucher =
Short Vendor Name: IMQ

wendor ID: [osoues @

Vendor Location: IW Q

Address Sequence Mumher:|—1Q k

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Find an Existing Yalue | Add a Mew Value

&/ start] J @ J & Regular Entry - Windo...

=
= «

Step Action \

4, Let's check out the location next. Click on the lookup icon.

Q
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{Z Regular Entry - Windows Internet Explorer

= ES
G: )= [i8) hieps: . connectnd.usfpsp/ndf oEMPLOYEE [ERPIC/ENTER,_VOLICHER _INFORMATION.VCHR,_EXPRESS, GBLTFalder=MYFAYORITES ZIL & |4 % | [ Lve searen R
| Fle Edt View Favortes Tooks Help

. Favorites @ pegular Entry

~+NDFQx+

=R

Mew Window | Help | [

Look Up Vendor Location

SetiD: SHARE
fendor ID: 7999999
Vendor Location: | hegins with j |

LnnkUpl Clear | Cancel |BasicLDokuD

Search Results
12 of2
fendor Location Description
1039 REPORTABLE SERVICES
HOME EMPLOYEES HOME ADDRESE

=
=)
5 |=

@istart| | @ || @ regular ntry - windo...

| @

&
= <«

Step Action

5. We will stop here and explain the different locations an employee can have. The

location of HOME will always be the default location; this means that if no location
is selected by the user, this one will fill in. The HOME location is to be used for all

reimbursements, especially travel. There is no 1099 reporting set up on this
location.

If a state employee receives the occasional payment for services outside the scope
of their normal work duties, such as a speaking fee, they will have another location

set up called 1099 REPORTABLE SERVICES. This location is set up for reporting on a
1099-MISC form.

In this case, we want the HOME link.
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{ZReqular Entry - Windows Internet Explorer

[_[=]x]
6:_; ) [] hitps: i, connectnd.usipspindfo/EMPLOYEE ERP/c/ENTER_YOLICHER_INFORMATION.¥CHR_EXPRESS,GELTFalder=WYFAUORITES =1 & [ 42| ] [ e search £~
| File Edt View Favorites Took  Help

Sy Favorites (@ Regular Entry

*>*NDFQ=*

Home:

=

Mesw Window | Help |

=)

Voucher
{_Find an Bvisting Value_ "~ Add a New Value
Business Unit: 32880 O

Voucher ID: MEXT

Voucher Style: W
Short Vendor Narme: [

Vendor ID: [ros0m08 @

\Vendor Location: WQ

Address Sequence Number: ,_1 Q

Imvoice Number: [trin to washingtan DC

Imvoice Date: [osmarzons 5

Gross Invoice Amount: [ tzmsd
Lines Entered: 7

Add

Find an Existing Value | Add a New Value

distan| | @& || @ regular Entry - windo... | @ | -

Step Action

6. Complete this page by entering the Invoice Number, Invoice Date, and Gross
Invoice Amount.

7. Click the Add button.
Add
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jl&l x| [0 Lve search

| File Edit View Favortes Tools  Help

¢ Favorites (@ Regular Entry

**NDFQ»**

Home
=0
MewWindow | Help | Customize Fage | B 2]

| Imvoice ion Y Payments | Youcher Affributes |

Business Unit: 32580 Invoice Number: [P 10 washington DG Budget Status:

Voucher ID: MEXT Invoice Date: 0&/09/2008

Voucher Style:  Regular Action: =] _Fun | frntinoice]

PO Unit: @, Purchase Order: Q CopyFO Worksheet Copy Option: |MNone =

vendor:  [7asgasg Q “Pay Terms: 00 QU Now 7§  BasisDtTwee InvDate

Name: TE8999-001 Q Control Group: Q Comments(0

Location:  [HOME Q Accounting Date: |0%/2512009 5

“Address: 1O pdvanced Vendot Search  *Currency: UsD & Mon Merchandise Summary

TEST EMPLOYEE Total: 1,230.56 _Calculats

EMPLOYEES HOME ADDRESS Session Defaults

ANYWHERE AVE

BISMARCK, ND 58501

Packing Slip:

Firgt [4) 4.0t 1 [M] Lag
El Line *Distribute by Iltem i Quantity UOM Unit Price Extended Amount
1 [amount =] | a | I [a] [ 1,234.56
Ship To SpeedChart
BLHSC  Q Q I™ Use One Asset ID Calculate

~ Distribution Lines
Exchange Rate | Statistics

First " fot4 " Last

Unit

B0 1] 123456 32500 Q Q Q Q Q Q09252009 — af Q

oy Amount  Quantity ‘GLUnit  Account Oper Unit Fund Dept Class  BudgetDate  ToBUS  projact Activity Source

Business Unit: 32580

Voucher ID: NEXT

Print Invoice Invoice Lines 0.000

Misc Charge Amount i
=]

Freight Amount | —

Bl | ;lll

i/ start J @ J & Regular Entry - Windo... J o | =]

Step Action

8. Click the Withholding link.
Even though we know that there should be no reporting on the HOME location, it is
smart to always double check if you see this link appear.

ithholdin
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{ZRegular Entry - Windows Internet Explorer

[ [5]x]
G: ) ® [ https:fusvrw, connectnd usipspindofEMPLOYEE IERPYC/ENTER _¥OUCHER,_INFORMATICN ¥CHR_EXPRESS,GBLPFolder=HYFAVORITES =1 8 [ x | [ e searen L
| Fle Edt Wiew Favorites Tods  Help
i Faverites @ Reqular Entry

== NDFQ»*

(=13

.
Hew Window | Help | Gustomize Page | &)

Withholding Information
Back to Invaice

Unit: 32580 Invoice:

rip to washington DG Vendor: 793930
VAT Entity:

Woucher: NEXT Date:

TEST EMPLOYEE
08/09/2009

Postpone Withholding ™

imoice Line Withhold Information

.
Line Description 7 EE
Code

‘Withholding Details

iy | Suri . Contract |Rule  |Apply
‘et | Tvwe Cass At Reference |Override (Withholding | BIPIIC20IE

| 1||_Q“_Q [ a [ af “_Q|Pavmem

r |®e

distart| | & || @ regular Entry - windo...

| o

v

Step Action

9. This page is blank, the way it should be.
Click the Back to Invoice link.
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egular Entry - Windows Internet Explorer MEE

GO

| File Edt view Favorites Took Help

- |g hitps: o, connectnd. us/psp/ndfa EMPLOVEE/ERP, £ [EMTER_YOUCHER_INFORMATION YCHR _EXPRESS. GBL?Fulder=MYFAYORITES

7 Favorites

& reqular Entry.

= NDFQ#=

Home
=
Nesw Window | Help | Custarnize Page | )&, 4]
{ Imwice ion ' Payments | Voucher Aftributes
Business Unit: 33500 Invoice Number: |1 10 washington DG Budget Status:
Voucher ID: MEXT Invoice Date: De/e2009 B

Voucher Stle:  Regular Aotion: =] _Run | prntirvaice]
PO Unit: @ Purchase Order: @ _ Copy PO Worksheet Copy Option: [None ~

vendor:  [rsgsess Q@ “pay Terms: [0 @ now 7 BasisDtType InvDate

Name:  [rseagEs-0n1 @ Control Growp: | Q@ Comments(D)

Locaton:  [FOME @ Accounting Date; 092572008

“Address: ’_1Q Advanced Vendor Search  *Currency: WQ Ion Merchandise Summary
TEST EMPLOYEE Total: 1,234.56 M

EMPLOYEES HOME ADDRESS Session Defaults
ANWAHERE AVE withholding

BISMARCK, MD 53501

Packing Slip:

Imvoice Lines
HE Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [amount =] | a [ [ a[ [ s
Ship To SpeedChart
BLHSC  Q jozoz Q@ I Use One Asset ID Calculate

First " 1011 " Last

~ Distribution Lines
GL Chart | Exchange Rate

g—l‘:ﬁ‘n Amount  Quantity *GL Unit  Account Oper Unit Fund Dept Class Budget Date Project Activity f“"%

(ENul 1] 123458 32500 Q 21078 Q faor @ [zz @ [oz02 @ [a0170” @ 09r2512000 [z Q [z212 Q oo Q [Frvor @

" Statistics

PC Bus
Uni

Business Unit: 3280

\foucher ID: MEXT \nvoice Li

Print Invoice e e o.000
Misc Charge Amount [~ ]
Freight Amount =

< | _>|;I

distart| | @ || & regular Entry - windo... o 7@
Step Action
10. Voucher users would continue entering in the accounting information necessary for

this travel reimbursement and save the voucher. Upon saving, the user will get the
warning on the screen on the next page.
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]

g:: g |g‘ https: [ funsnn, connectnd.us /psp /ndfa [EMPLOYEE ERPCIENTER _WOUCHER INFORMATION WCHR_EXPRESS, GEL?Folder=IYFAYORITES j EYIEAIES |5" Live Search R
| File Edt View Favorites Tools Help
¢ Favortes @ Regular Entry

«NDFQ*
=

Mew Window | Help |

Irwnice line is withhold applicable hut withholding information not provided. (F030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding
Press CANCEL to go back and enter the withholding information
Press OK 1o change all voucher lines to non-withholding and save the voucher,

OK Cancel

i/ start J @ ] /& Regular Entry - Windo... J o7 |B@

11.

This screen will appear whenever a non-reportable location is used on a reportable
vendor; in this case, an employee that also receives contract pay.

Click OK to keep the reimbursement non-reportable.

o]
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/2 Reqular Entry - Windows Internet Explorer

|_[=]x]
@Bv |g hitps:/ s, connecknd.us pspndft [EMPLOVEE [ERPfc/EMTER _¥OUCHER_IMFORMATION, ¥CHR_EXPRESS, GELTPORTALPARAM_PTCNAY=EP_¥CHR_EXPRESS_C j ||+ x |:f Live Search Pl
| File Edt View Favorites Tools Hep

55 Favortes

(& reqular Entry

x«NDF T

=

New Window | Help |

Voucher

Eind an Existing Yalue | Add a New Value \

Business Unit: lﬁ Q

Voucher D: CEx

Voucher Style: [Reguiarvoucher 7]
Short VYendor Name:

7998958] Q
<Y
00

Mendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:

[
Invoice Date: )

Gross Invoice Amount: 0.00
Lines Entered: 1

Add

Find an Existing Value | Add a New Value

@istart| | @ || & regular ntry - windo..

-
7 «

Step Action

12. In the next example we are going to pay this same employee a one-time payment

for contract work.

13. An employee vendor ALWAYS defaults to their HOME location, which is not set up
for reportable payments. Click the Look up Vendor Location (Alt+5) button.

=
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/= Regular Entry - Windows Internet Explorer

= e
GT\__: ) w [ €] https: iy conmectnd usfpspindft/EMPLOVEEERP/C(ENTER WOUCHER INFORMATION VCHR_EXPRESS.GELFPORTALPARAM_PTCNAV=EP_vcHR_ExpRess_c x| G || 44| || [82 Live search Rl
| File Edt wiew Favorkes Took Help

7 Favorites & Regular Entry

~«NDFT+*

(=3

Mew window | Help | B,

Look Up Vendor Location
SetiD: SHARE

Vendor ID: 7999999
Vendor Lm:atiun:l hegins with j |

LookUp | clear | cancel |pasic Lookup

Search Results

12 6t 2

‘endor Location Description
1089 1089 REFORTABLE SERVICES
MAIN HOME

&/ start] J @ J & Regular Entry - Windo...

=
= «

Step Action
14.

This screen shows how Vendor Registry labels the location for employees. Use
the 1099 REPORTABLE SERVICES link.

Page 16




Training Guide
Module 3 — 1099 Vendor Reporting

{ZRegular Entry - Windows Internet Explorer

g@:v |g‘ ek s, connectnd.us]pep/ndfLEMPLOYEE/ERRc/ENTER,_YOLICHER_INFORMATION ¥CHR_EXPRESS, GELZPORTALPARAM_FTCNAY=EF_VCHR_EXPRESS c)v| S8 ||#2|[x |f,' Live Search R~

| File Edt View Favorites Tools Help

5y Favorites @ Reqular Entry

+«NDF T+
=3

ew winoow | Help | /B
Voucher

{_Eind an Exisfing Value | Add a New Value
Business Unit: 32680 Q@

Voucher ID: MEXT

Voucher Style: Regular oucher hd
Short Wendor Name: IW Q

Vendor ID: [rosume

Vendor Location: IFO\

Address Sequence Number: |—1 Q

Invoice Humber: [PAY FOR SERVICES

Invaice Date: [versorzone [

Grossimice Amount: [ 5on.og
Lines Entered: [

Add

Find an Existing Value | Add a New Value

distant| | @ || & regular entry - windo...

| @

=
S «

Step Action

15. Finish entering your information on this page.

16. Click the Add button.
Add
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egular Entr:

dows Internet Explorer

@T\__: ) % [&] https: i conmectnd us/pspindft/EMPLOVEEERP/C/ENTER WOLICHER _THFORMATION VCHR_EXPRESS GELFPORTALPARAH_PTCNAU=EP_VCHR_EXPRESS_C x| 44| x| [@2 e search

| File Edt wiew Favorkes Took Help

. Favorites

& Regular Entry

~«NDF T

(=3

Mew Window | Help | Customize Page | B =]

| Invoice Information Y Payments | ¥oucher Afiribues |

Business Unit: 32580 irwvice Number; |PAY FOR SERVICES Budget Status:
Voucher ID: MEXT Invoice Date: D&/30/2009 [

Voucher Style:  Regular Action: ~| Run Print Invoice
PO Unit: Q. Purchase Order: Q@ _CopyFO \Worksheet Copy Option: [Fone =]

vendor:  [mmsoza Q “Pay Terms: [0 Now 7 BasisDtType InvDate

Name: [fosgooeoor @ comrolGrou: | Q& Comments(0:

Location: [ross @ Accounting Date: [o7in22008 (5

*Address: ,_1Q Advanced Vendor Search  *Currencyt ’EQ Non Merchandise Summary
TEST EMPLOVEE Total: Goooo _Caloulats |

EMPLOYEES HOME ADDRESS Session Defaults
ANYWWHERE AVE

withholding
BISMARCK, ND 58501

Packing Slip:

Invoice Lines

= Line ‘Distribute by Htem D i Quantity UOM Unit Price Extended Amount
1 [Amount =] | a | [ 500,00
Ship To SpeedChart

BLHSC QU fo20z Q@

~ Distribution Lines

" use One Asset ID Calculate

Exchenge Rete | Siatistics
%ﬁl" Amount  Quantity *GL Unit  Account Openltem Oper Unit Fund Dept Program ~ Class Eﬁna”s Project Acthty Source

Unit Type
=r 1] eooo0 32500 O [p23085 Q Q feor @ 21z @ fozoz Q Q foni7o | @ [a2800 @ [z212 a [oo a [Frvo?

Business Unit: 32580

Moucher ID: NEXT

Print Invoice Imvoice Lines 0.000

Misc Charge Amount =
Freight Amount l— =)
4

&/ start] J @ J & Regular Entry - Windo...

Step Action

17. It is good practice to always click the Withholding link it if shows up on a voucher.

ithholding
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7= Regular Entry - Windows Internet Explorer

M E
(& |g hetps: ffumw. connectnd. us psp/ndft[EMPLOYEEERF ¢ JENTER _YOUCHER_IMFORMATION YCHR _EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_VCHR_EXPRESS, (J\_[ 2| X |n' Live Search P~
| File Edk Wiew Favorites Tools Help
< Favortes (@ Regular Entry

x*NDFT#*

=

Mew Window | Help | Customize Page | B

Withholding Information

Backto Invoice

Unit: 32580 Invoice:  PAYFOR SERVICES

Vendor: 7999380 TEST EMPLOYEE
VAT Entity:

Voucher: MNEXT Date: 0B/302009

Postpone Withholding [~

Invoice Line Withhold Information

First [ 4 o1 4 [F] Last

Line  Description

Code
9 ~

‘Withholding Details

First 4 1o 4 [P Last

ity | uristidbon|* WAIhOUI ¢ ontract R
Fm Type { _,_ reide Rgre:zn:e O\J:rnﬂe Withholding | A2ENCable ’7’7
‘1‘\% Q|1099Q

W ITQ y “ “_O\ ‘F‘aymam ¥ ‘- ‘ =

m

&/ start ] @ J & Regular Entry - Windo...

Jolz_ =

Step Action
18.

As you can see, there is withholding information associated with this location. Click

the Look up Class (Alt+5) button if you need to see if any other withholding classes
are available.
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
) . = = & ||+ 7] ol
‘C/" €] https://wnw. connectnd.us/psp/ndft/EMPLOYEEIERPjc/ENTER _¥OUCHER _INFORMATION . ¥CHR_EXPRESS, GBLZPORTALPARAM_PTCNAY=EP_VCHR_EXPRESS G = 7| X 3 Live Search
| File Edt View Favorites Tools Help

7 Favorites

EQ

Search Results

=
=

=
=

1 5tart J @

& Regular Entry

++NDF T+

Look Up Class

Vendor SetiD: SHARE
Vendor ID: 7909309
Wendor Location: 1099
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1089
Withholding Class: [begins with =] [

LookUp | clear | cCancel |pasic Logkup

1.2 0f2

fthholding Class Description
Other Income
ban-Emplovee Compensation

] & Regular Entry - Windo...

New window | Help |

| @

=
S «

Step

Action

19.

only (no services were provided).

In this situation we want to leave the class as 07 for Non-Employee Compensation
because the payment is for services. Class 03 should be used for unearned income
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egular Entry - Windows Internet Explorer

6:: i |E hteps: uy. connectnd.us fp=p/ndft/EMPLOYEE/ERP/c/ENTER_YOUCHER _INFORMATION.YCHR_EXPRESS, GELIPORTALPARAM_FTCNAY=EP_UCHR_EXPRESS EJ *)| % |5" Live Search
| File Edt View Favorites Tools Help

5 Favorites @ Reqular Entry

««NDF T+

EQ

Hotne:

Mew itiindow | Help | Customize Page |

ding Information

Backlo Invoice

JA\

Invoice:  PAY FOR SERVICES Mendor: 7333393

TEST EMPLOYEE
VAT Entity: Voucher: NEXT Date:

0Bf30/2008

Postpone Withholding [~

Line Withhold Information

Line Description i ling Applis =
Code

‘Withholding Details

R N —— Contract  |Rule
’7 Entity Tvpe Jurisdiction *Class Das! it Reference |Qverride \Mlhhnldm Applicable

| 1|,FQ|WQ IEQ IDTQ [ [ |,_Q|F'ayment |-|E|

Aistant| | @ || & regular entry - windo...

| o

=
S «

Step Action

20. Click the Back to Invoice link.
Backto lnoice
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{ZReqgular Entry - Windows Internet Explorer =

| File Edt View Fawvorites Tools Help

w [ httpsiforens connectnd.us/pspindft{EMPLOVEE ERPfc/ENTER_VOLICHER_INFORMATION, VCHR,_EXPRESS, GBLIPCRTALPARAM_PTCNAY=EP_icHR_ExPRESS < 7| G |[%#|| X | [ Live Search P~

i Favorites @ Reqular Entry

~*NDFT#*

=R

Wew Window | Help | Customize Page | 5 <

| Imvoice ion {_Payments | oucher Afiributes |
Business Unit: 32580 Imvoice Number:  |P4Y FOR SERVICES Budget Status:
Voucher ID:  NEXT Invoice Date: fpeszoszo0a 5

Voucher Style:  Regular Action: =] Run | Printinvoice
PO Unit: @ Purchase Order: @ CopyPO Worksheet Copy Option: [fione 7]

Vendor: WO\ “Pay Terms: ,nu—Q Now = Basis Dt Type |nvDate

Name: | [CECECERTTIES Control Group:  a Comments(;

Location:  [1098 Q Accounting Date: [o7inzrz008” B

‘adaress: | 1 QU guvanceq vendor Search  *Currency: [oso e Mon Merchandise Surmmary
TEST EMPLOVEE Totak [ eonoo | Calulate

EMPLOYEES HOME ADDRESS Session Defaults
ANYWHERE AVE Withhalding

BISMARCK, ND 58501
Packing Slip:

Invoice Lines

[E][S] Line ‘Distributeby Item Description Quantity UOM  Unit Price Extended Amount
1 [amount x| | a | Q 600.00
Ship To SpeedChart

BLHSC @ J0202 & I™ Use One Asset ID Galculate

~ Distribution Lines Customize | Find | Vi First /4ot 1 " Last
GL Chart Exchange Rete | Swlislics | Assets
%ﬁa Amournt  Quantity *GLUNt  Account Openftem Oper Unit Fund Dept Program  Class Eﬁnﬂ“s Project Activity Source

Unit Type
=r 1 600.00 32600 O [623085 Q Q [an @ [nz @ ooz Q Q [a0170 @ [32800 Q [z212 a [oo @ [rrvor

Business Unit: 32580

Voucher ID:  NEXT

Imumice Lines
Print Invoice| 0.000

Misc Charge Amount =3

Freight Amount ,— =]

<
distan| | @ || @ regular Entry - windo... |e 2 F

Step Action

21. After checking the withholding link, you can save and budget check the voucher.

22. You have just seen how to select the proper location when paying state
employees. By selecting the correct location for your situation, you can save your
agency and the employee a headache!

If you would like more detailed information on paying employees, please see the
web site at Paying State Employees.
End of 3.1.2.
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3.1.3 -Checkoff Refunds from Commodity Groups

Checkoff Refunds from Commodity Groups

This topic concerns AP users from the agricultural commodity groups that enter vouchers for
their check-off refunds of grain tax assessments. It can also be instructional to other agencies as
to why they should not select any location that says "Commodity Group Use Only."

Procedure

Several state agencies are also agricultural commodity groups, who do special reporting on an
IRS 1099-G form. Vendor Registry has set up unique locations for them to use. For this exercise,
pretend that you need to refund a tax assessment for an agricultural commodity.

Like the previous example for paying state employees, screen shots are used in the following
pages rather than using personal information on a vendor.
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ZRegular Entry - Windows Internet Explorer

5:: ) @[] hetps:juan connectnd.us/psp/ndftEMPLOYEE[ERP][ENTER_YOUCHER_IHFORVATION. YCHR_EXPRESS. GBL?PORTALPARAM_PTCHi=EP_UCHR_ExPReSs_c || b | |42 || X | [ Lie search p-
| File Edt View Favortes Tools Help

55 Favorites (@ Regular Entry

++NDFT+*

=
new yindow | Help | ),
Voucher

[ Find an Existing Value §” Add a New Value |

Business Unit: 32580 QL
‘oucher ID: NEXT
Voucher Style: Regular Voucher -

Short Vendor Narme: Q

Vendor ID: 0000108213
Wendor Location: Q.

Address Sequence Number: 0Q

Imvoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Eind an Existing Yalue | Add a Mew value

distat| | & || € regular entry - windo...

AN

Step Action N\

1. Go to Accounts Payable > Vouchers > Regular Entry again.
2. Enter the correct vendor number into the Vendor ID field.

3. Click the Look up Vendor ID (Alt+5) button to verify the vendor name.
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Regular Entry - Windows Internet Explorer

6‘\ % [ ] https:forenconnectnd.us/pspindftEMPLOYVEE /ERF{c/ENTER_VOLICHER_INFORMATICH. VCHR_EXPRESS GBLIFCRTALPARAM_FTCHAY=EP_vcHR_ExPREss ¢ 7]| B || 42| | [ Live Search L

| File Edit View Favorites Tools Help

¢ Favortes @& Reqular Entry

~+*NDFT+*

Home:

=3

Mew Window | Help | [,
VYoucher

J Eind an Existing Value_}” Add a New Value

Business Unit: [3zs80 |

Voucher ID: e

Voucher Style: [Regularvoucher =]
Short Vendor Name: MO\

vendor ID: [poootoazts | @

Vendor Location: MAIN

Address Sequence Number:[ 1 @
Imvoice Number:

[
Imvoice Date: )

Gross Invoice Amount: 000

Lines Entered: 1

Add

Find an Existing Value | Add a New Value

#istan| | & || & regular entry - windo...

| @

=
g «

Step Action

4, Next, click the Look up Vendor Location (Alt+5) button.
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{2 Regular Entry - Windows Internet Explorer

MEIE
G@v [ ] https: fusmsconnectnd.usipspindft/EMPLOVEE/ERPfc JENTER_VOUICHER_INFORMATION ¥CHR_EXPRESS GBLIPORTALPARAM_PTCHAY=EP_yCHR_ExPRess_c v]| i || 42| x| [8 Lve search Ll
| File Edt View Favortes Took Help

7 Favorites

& Regular Entry

s*NDFT+*

=0

Look Up Vendor Location

SetiD: SHARE
Vendor ID: 0000109213
Vendor Location: [begins with ] |

LnnkUpl Clear | cancel |EIasiannkun

Search Results

12 of2
uendor Locanonpescrmon ]
1099-G COMMODITY GROUP USE OMLY
MAIN ALL PYMTS REPORTABLE OR MOT

i start J @ ] {& Regular Entry - Windo...

-

| e

Mew Window | Help |

retn

-~

Step Action

5. In this case, we need to make sure that the location called "1099-G" is

selected. (Asyou can see by the description, only commodity group agencies
should use this location.)

Click the COMMODITY GROUP USE ONLY link.
COMMODITY GROUP LISE DMLY
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{ZReqular Entry - Windows Internet Explorer

- [=2]x]
g-:: ;v |g, hittps:j s, connectnd. usipspindftEMPLOYEEJERP/CENTER_VOUCHER _INFORMATION.WCHR_EXPRESS. GBLIFolder=MYFANORITES j YIRS |-'fLive Search R~
| File Edt View Favortes Took Help

¢ Favorites (@& Regular Entry

x«NDFT#+

biutiChar

ER

Iews Window: | Help |

nee
VYoucher

{_Find an Bxisting Value_}” Add a New Value

Business Unit: 32580 QL
\foucher ID: NEXT
Woucher Style: Regularvaucher |

Short Vendor Name: REPORTABLE-001 QY
Vendor ID: 0000109213 Q
Vendor Location: 1099-G Q

Address Sequence Number: 1Q

Imvoice Number: [refund tax assezsment

Imvoice Date: 06/22/2008 [
Gross Invoice Amount: 50.00]
Lines Entered: 1

Addd

Eind an Existing Value | Add a New value

i start J @ ] /& Reqular Entry - Windo...

Jolz

Step Action

6. Complete the rest of the fields on this page. Click the Add button.
Add
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Regular Entry - Windows Internet Explorer

6:: - |E hitkps: e, connectnd.uspsp/ndftIEMPLOYEEIERP f/EMTER_VOUCHER _INFORMATION.VCHR _EXPRESS. GEL?PORTALPARAM_PTCNAY=EP_VCHR_EXPRESS G, j 8 ||+ x |f,' Live Search P
| File Edt View Favorites Tools Help

7 Favorites

& Regular Entry

««NDF T+

Home
ED
New Window | Help | Customize Page | B 4]
(" Imwice ion ' Fayments | Voucher Aftributes |

Business Unit: 32580 Invoice Number: [Reund oftax assessment Budget Status:
Voucher ID:  NEXT Imvoice Date: 0612412009 |

Voucher Style:  Regular Action: =| Run | Printinvaice
PO Unit; @ Purchase Order: Q | CopyPO Worksheet Copy Option: lm

vendor:  [00D0106213 @ “Pay Terms: oo @ How 7]  BasisDtTye InvDate

Name: [REPORTABLE-001 @, Control Group: — a Comments(0:

Location: [1000G @ Accounting Date: [07i0272000 5

*Address: |—1 QU pdvanced Vendor Search  *Currencyr IEO\ Mon Merchandise Surnmary

1099 REPORTABLE TEST VENDOR
ADDRESS WHERE 1098 WILL BE

Total: 50.00 Calculate

Session Defaults
MAILED {iiinoiding
PO BOX NOWHERE

BISMARCK, MD S8505-0000

Packing Slip:

Invoice Lines

= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount =] | Q 50.00
Ship To SpeedChart
BLHSC Q@ Q

[” Use One Asset ID Calculate
~ Distribution Lines

GL Chart

First * 1011 " Last
Exchange Rate

' Statistios

%ﬁfn Amount  Quantity "GL Unit  Account Openitem Oper Unit Fund Dept Program  Class E"C“ﬂ Project Activity ;%
=0 1 50.00 32500 Q Q Q Q Q Q Q Q af af Q

Business Unit: 32580

Moucher ID:  NEXT

Print lrvoice Invoice Lines 0.000

Misc Charge Amount l— =
Freight Amount |— =
« | ;l_l
i start J @ ] /& Regular Entry - Windo... J o7 |:

Step Action
7.

This voucher is a perfect example of where the vendor is reportable, but the
payment we are making is not.

Click the Withholding link to double-check that there will be no reporting.
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{2 Regular Entry - Windows Internet Explorer

|_[=1x]
@: )% [E] hetps: e connectnd.usipspindft/EMPLOYEEERPYc/ENTER _YOLICHER_INFORMATION,VCHR_EAPRESS, GBL7PORTALPARAM PTChAY=ER_vcHR_ExprEss_c[e]| i |[49 | x| [0 Live Search £~
| File Edit View Favortes Took Help
i Favaiites @ Requiar Entry

«+NDFT**

(=

e Window | Help | Custorize Page | [

Withholding Information
Backto Invnjce
Unit: 32580 Imsoice:

Refund of tax assessment Vendor: 0000109213
VAT Entity:

1099 REPORTABLE TEST WENDOR
Moucher: NEXT

Date: 0B/24/2008

Postpone Withholding [

Invoice Line Withhold Information

First [4] 1 or 1 [P Last

Line Description

Code

1 3
Withholding Details size | Find | B First B 4 op1 (8] Last
ithholding
‘Entity |*Type  |*Jurisdiction|*Class  |Basts Amt contract gj;fmde Witholding| APpicable
Override
[[al—a—a alf | alamen | 0 |E[=

) start J @ J /€ Regular Entry - Windo...

ol

Step Action
8.

There is no 1099 information filled in above because we selected the correct

location. That means there will be no reporting on this voucher. Click the Back to
Invoice link.

Whenever a non-reportable location is selected on a reportable vendor (such as

this vendor), the user will get the error message on the next screen after clicking
SAVE.

Page 29



Training Guide
Module 3 — 1099 Vendor Reporting

{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
@\:‘/ | - |g‘ https: [ funsn, connectnd us/psp ndft/EMPLOYEE/ERPC/ENTER_WYOUCHER_INFORMATION. WCHR_EXPRESS, GEL?Folder=MyYFAVORITES j 8 ||+[x |E" Live Search R~
| File Edt View Favorites Tools Help
¢ Favortes @ Regular Entry
«+NDFT#*
=
ew Window | Help | /&,
Irwnice line is withhold applicable hut withholding information not provided. (F030,347)
Mo withholding information has been entered for the voucher line thatis marked as withholding
Press CANCEL to go back and enter the withholding information
Press OK 1o change all voucher lines to non-withholding and save the voucher,
OK Cancel
i/ start J @ ] /& Regular Entry - Windo... J 0|7 | 3@
Step Action
10. This warning message will appear when saving a voucher on a reportable vendor

where the 1099 information is removed, like in our current example. The system is
giving you the option of going back to enter the missing withholding information -

by clicking CANCEL - or keeping the voucher lines as non-withholding - by clicking
OK.

Since we do not want reporting on this voucher, click the OK button.

o]

11. After clicking the OK button, users would normally budget check the voucher and
continue processing it for payment. We will stop here for this topic.

12. This topic is important for all users that enter vouchers for state commodity
groups. It also serves as an example to other agencies why they should NOT be
using this location for their payments.

End of 3.1.3.
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3.1.4 -How to Remove Withholding in Voucher

How to Remove Withholding in Voucher

The following is a short topic to show how easy it is to remove withholding from a voucher,
based upon the reason for the payment, not the vendor itself. For more details about this
important distinction, please read Reportable Vendors vs Reportable Payments.

For more information about the withholding link in vouchers, see the other OnDemand topics
or this website: Correcting Withholding Information Within Voucher.

Procedure

Quite often voucher users will have to make a payment to a vendor that is reportable (an
individual, partnership, etc.), but the reason for the payment is not reportable on a 1099-MISC
form. In the following example, we are going to buy some electric cable (non-reportable good)
from a business that is a sole proprietorship (reportable vendor).

Step Action
1. Click the Accounts Payable > Add/Update > Regular Entry link to begin a new
voucher.
2. To search for Johnson Electric, enter "johnson" into the Short Vendor Name field.

Click the Look up Short Vendor Name (Alt+5) button.

3. Since Johnson is a popular name, you will have to look for the correct vendor
name. Click the JOHNSON ELECTRIC link to use in this voucher.
HOHNSON ELECTRIC]

4, Voucher enterers should always verify that they are using the correct location on a
vendor. Click the Look up Vendor Location (Alt+5) button.

=

5. In this case, this vendor has only the MAIN location, so go ahead and click
the Cancel button to get out of that screen.

6. Complete the remaining fields on this page for the Invoice, Date, and Amount.
Click the Add button.
Add
7. Since we are purchasing a tangible good like electrical cable, we will want to make

this payment not reportable on a 1099-MISC. Click the Withholding link on the
Invoice Information page. The screen on the next page will appear.
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{2 Reqular Entry - Windows Internet Explorer

|_[=]x]
@;‘/ = |g hitps:/ s, connecknd.us pspndft [EMPLOVEE [ERPfc/EMTER _¥OUCHER_IMFORMATION, ¥CHR_EXPRESS, GELTPORTALPARAM_PTCNAY=EP_¥CHR_EXPRESS_C j ||+ x |:' Live Search Pl
| File Edt View Favorites Tools Hep

55 Favorltes

(& reqular Entry

++NDF T+

=

New Window | Help | Custornize Page | &

Withholding Information

Hatkiniaite

Unit: 32580 Invoice: Purchase Electric Cable Vendor: 0000019192 JOHNSON ELECTRIC
VAT Entity: Voucher: NEXT Date: DB/071/2009

Postpone Withholding ™

Invoice Line Withhold Information

First 14 1 or 1 [¥] Last

i
Line  Description Withholding HE
Code

“withholding Applicabl

4 ~

‘Withholding Details

s,

CL e | Find

a8 First [ 4 o 4 (] Lt
‘Withholding

. ; R N Contract  |Rule Apply 5
Entity Tvpe ‘Class | Basis Amt Reference |Override |Withholdirfy | ARRlicable
Override e
=

| W‘WQ‘WQ [Feo @ |or al “—Q‘F’avmem v ‘EI

Wstrt] | & [ wesutor sy o | o[GE
Step Action
8. It is best to remove both checkmarks wherever it says Withholding Applicable on

this page.

9. Click the Back to Invoice link at the top left of the screen. This will save your
changes to this page.

Backto lnvoice

10. IMPORTANT: After the user is done entering the rest of the voucher information
and clicks SAVE, they may receive a warning message about the withholding

information. If such a message appears, just click OK to keep the voucher non-
reportable.

11. That is all there is to removing withholding on a voucher!
End of 3.1.4.
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3.1.5 -Selecting the Correct Withholding Class

Selecting the Correct Withholding Class

Whenever the withholding link shows up in a voucher, the user must make some further
decisions than just entering the correct accounting chartfields.

1.

First, the correct location must be selected (see topic 3.1.1 on Choosing the Correct
Location).

Second, decide whether or not the reason for the payment is reportable.

If it is, the next step is to determine the appropriate withholding class for that particular
payment. That choice will be addressed in the following topic.

1099-MISC reporting is sent to the IRS by separate withholding classes. For a complete
description of these classes, see the web page at Explanation of Different Withholding Classes.

Procedure

The following screens show how to change the withholding class from the default that will
automatically fill in on a reportable vendor.

Step Action

1. Start a new voucher by going to Accounts Payable > Vouchers Regular Entry.

2. In this sample voucher, we are going to pay Twin City Roofing for leasing some
equipment from them. Enter "0000000354" into the Vendor ID field or look up
“Twin City” in the Short Name field.

3. Click the Look up Vendor Location (Alt+5) button.

4, Two locations will appear: BIDS (for SPO Use Only) and MAIN. If your agency is not
“SPO,” click the MAIN link, [MAMN

5. In this example, we are going to pay this vendor $500.00 for rent. Click the Add
button when this page is complete with Invoice Number, Date, and Amount.

Add
6. Click the Withholding link on the Invoice Information page.

ithholding
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Step Action

7. Before we continue, the concept of a default withholding class must be
explained. All vendors with 1099 information must have one class set up as a
default in case the voucher enterer forgets to select one. Since most 1099-MISC
reporting is made on the 07 class for Nonemployee Compensation (services),
Vendor Registry usually sets up new reportable vendors with this default.

Just because this default class fills in automatically, it does not mean that it cannot
be changed. Agencies must determine which class will best apply to each payment.

/2 Regular Entry - Windows Internet Explorer

[_[=]x]
@_:/ - |g‘ https: i . connectnd.usjpsp/ndft/EMPLOVEE JERF fc/ENTER _YOUCHER_INFORMATION. VCHR_EXPRESS. GELTPORTALPARAM_PTCNAV=EP WCHR_EXPRESS ¢ j 8 || 42| x| &2 Live search P~
| File Edt View Favorites Tools Hep

. Fawarkes @ Regular Entry

+*NDF T+

=

New Window | Help | Custornize Page | &

Withholding Information

Backto Invoice

Unit: 32480 Invoice:  Change withholding class Vendor:
VAT Entity: Voucher: NEXT Date:

0000109213 1099 REPORTABLE TEST WEMDOR
DBM&2009

Postpone Withholding ™

Invoice Line Withhold Information

First (4 1 of 1 [V Last

.
Line Description Withholding “withholding Applicable ®E
Code

, ~

‘Withholding Details

First [ 4 o1 1 B Last

Customize | Find |
‘Withholding
. ; - urisdiction T Contract |Rule
Entity | Type 7 Clas: \ Bas'rs”:;"‘ Reference |Override wnhhnmm Applicable

| '\‘WQ‘WQ IHQ |F [ “—Q‘F’avmem ~ |-‘E|

Step Action

8. To see which withholding classes are available for this vendor, click the Look up
Class (Alt+5) button. @
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LCooK Up Class

Vendor SetlDx: SHARE
Vendor ID: 0000000354
Vendor Location: hAIN
‘Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1099

Withholding Class: hegins with » |

Look Lip Clear Cancel |Basic Lookup

Search Results
Mieww 100 First 4] 5 °f5 [ Last

Withholding Class Description

Eents

Eoyalties

Other Income

Medical and Health Care Pymnts
Mon-Employee Compensation

FEERE
=4 | [ hd |—

Step Action
9. A pop-up screen will appear. In this example, the vendor has five different classes

set up. Since we want to make a rent payment to this vendor, click the 01 link.
If the class you need for your voucher does not appear in this list, contact Vendor
Registry right away through their Work Request System, and they will set up the
classes necessary for payments to this vendor.

10. Click the Back to Invoice link.
Backto [nvoice

11. This concludes the instructions on how to change a vendor's withholding class.

End of 3.1.5.
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3.1.6 -Reportable & Nonreportable - Using the Override Field

Reportable and Nonreportable - Using the Override Field

Following are instructions on the quickest method to reduce the amount that should be
reported on a 1099-MISC from the total voucher amount.

Procedure

There is an easy way to change the amount reported on a 1099-MISC form instead of just
reporting the entire voucher amount. Some examples of when you may have to split the
voucher amount between reportable services and non-reportable payments:

1. Repairs that involve parts and labor
2. Paying for contracted services and reimbursing travel expenses

Step Action

1. Start a new voucher by navigating to Accounts Payable > Vouchers > Regular
Entry.

2. We are going to use vendor #"0000099644" in this voucher. (There is only one
location of MAIN for this vendor, so you can skip looking up the location.)

3. We are going to pay this plumber $1,000.00. Click the Add button after completing
the remaining fields on this page.

Add
4, Of that $1,000, only $600 is for services provided. Click the Withholding link on the

Invoice Information page for a quick method of changing the reportable amount.

The screen on the next page will show you how.
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/= Regular Entry - Windows Internet Explorer [_[=2]x]
@;: £ |g https: fvmr. connectnd. us psp/ndft/EMPLOYEE [ERFYc (ENTER _VOUCHER_INFORMATION VCHR _EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_V'CHR_EXPRESS_C j 4 || 49| X | [ Live search P~

| File Edk View Favorites Togks Help

57 Favarites @& Regular Entry

**NDFT#*

=13

New Window | Help | Custarnize Page | 5,

Withholding Information

Backio Invoice

Unit: 32580 Invoice:  Use override field Vendor: 0000098644 B &L PLUMBING
VAT Entity: voucher: NEXT Date: DBI2Z0i2009

Postpone Withhelding [~

Invoice Line Withhold Information i Il First [4 1 o1 4 M Last

"
Ling Description l i EE
Code

f W~

Withholding Details e | Fin First [ 1o 4 [F] Last

Basi: iy ontract  |Rule Apply 3
overrine peference ’;mﬂ Applicable

“Entity “Type Surisdiction | *Class

‘ 1‘WQ|WQ Feo @ [or @ 500.00] “_Q‘F'aymam I “EI
—/
o | o[GE

Step Action

5. Enter "600.00" into the Withholding Basis Amt Override field.

6. Click the Back to Invoice link, which will save your change.

Backto [nvoice
7. This method is especially useful when the agency is only using one invoice line or

one distribution line to charge the entire voucher amount to a single account or
speedchart. By using the override field, only the $600 will be reported on this
sample voucher.

8. It is not immediately apparent that only $600 of this voucher will be reported — you
have to trust that the override field will work. After this voucher has posted, check
the Vendor Balances by Class screen. It should show only $600 was reported on
this particular voucher. (If you do not know how to look up the Vendor Balances
by Class, see 3.4.1 on pages 90-97.)
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Step Action

9. If this method does not work for you, see the next topic called "Using Two Invoice
Lines" to see how to split the reportable amount from the non-reportable amount
within a voucher. Otherwise, these steps are all you have to do to reduce the
amount that is reported!

End of 3.1.6.

3.1.7 -Reportable & Nonreportable - Using Two Invoice Lines

Reportable & Nonreportable - Using Two Invoice Lines

See Topic 3.1.6 for the easiest way to split a voucher between reportable and non-reportable
amounts. However, that method will not work in every situation. The following topic shows an
alternate way to split 1099-MISC reporting by using two invoice lines instead.

Procedure

Payments for repairs often contain non reportable items like parts and reportable services such
as labor. This learning topic will demonstrate how to enter two invoice lines on a voucher when
you want to split out the payment for reporting on a 1099-MISC form.

See also the topic on "Using the Override Field" which provides essentially the same end result,
but is an easier procedure.

Step Action

1. Go to Voucher Regular Entry for a new voucher and enter "0000099644" into
the Vendor ID field for this example.

2. Continue entering the fields on this page, but be sure to not click “Add” until you
read the next step!

3. NOTE: This is where we differ from entering most vouchers. To split your voucher
between a line that needs to be reported on a 1099-MISC and a line that is non-
reportable, enter "2" into the Lines Entered field.

4. Now click the Add button.
Add
5. We are going to use the two invoice lines of this voucher to separate the costs of

parts and labor. Enter the desired speedchart or chartfield data for repair parts on
the first invoice line.

6. Click the View All link on the far right of the screen to see both invoice lines.

Wiew All
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Step Action

7. Since the second invoice line is going to be for the reportable amount, enter a
speedchart or chartfield data for services field.

{2 Regular Entry - Windows Internet Explorer [-[= =]
te.a =[] https: e, connectnd.usipspndft/EMPLOYEE ERPIC/ENTER_VOLICHER INFORMATION. VCHR_EXPRESS. GBLIFolder=MYFAUORITES = & 4] | [ Live search P~
& P s {psp) K B CHR_E . =] L

| File Edt View Favorites Tools  Help

< Favarites (@ Reqular Entry

**NDF T

(=3

Vendor: IWQ “Pay Terms: lm—o\ Mowe = Basis Dt Type InvDate ;I
Name: [BeCriomon @ conolorow: | A Comtments{0y

Location: [war @ Accounting Date: |06/08/2008 |
*Address: I_WQ Advanced Vendor Search  *Currency: IEQ

B & L PLUMBING Total: 750.00

411 8THAVE C
LISBOMN, ND 58054

Calculate

Packing Slip:

Invoice Lines
[E][=] Line -Distriuteby Htem ipti Quantity UOM  Unit Price ended Amount
1 [Amount | | @ | [ Q| 250.00]

Ship To SpeedChart
BLHEC 4 o202 & I” Use One Asset ID

~ Distribution Lines
6L Chart Exchange Rete | Stefistics | Assets

First 4 4ot ] Last

Copy

Down Amount Quantity *GL Unit Account Openttem Oper Unit Fund Program  Class E"C“ﬂ Proiect Activity Source

B C 32500 @ [534035 Q Q [sor @ [212 [ @ [oz0z Q Q [so170 @ [32500 @ [z212 @ oo @ [Frro7

HU

[][=] Line -Distribute by item Description Quantity UOM UnnPnce
2 [Amount x| | a | 0.00

Ship To SpeedChart
BLHSC QU 0202 Q ™ use One Agset ID

~ Distribution Lines
GL Chart Exchange Rate

CoY  mount  Quantit ‘GLUML  Account Onenitem Oper Unit

= 1 0.00 32500 QL [21325 Q Q_ [so7

Business Unit: 32580

Calculate

First | 1or1 " Last

Y Statitics )y Assets

Program  Class Eﬁnﬂus Project Activity

Q Q [so170 @ [zem Q [z212 @ Joo Q FFYo7

und

212 Q [o202

H

Voucher ID: MEXT

Invoice Lines
Print Invoice, N

Misc Charge Amount
Freight Amount

| o

| o] [GB

4
i/ start J a J & Regular Entry - Windo... /

Step Action

|
/ l
|

8. Change the amount in the Extended Amount field for the cost of the parts involved
on the first invoice line. Enter "250.00"

9. Change the Extended Amount field on this line to represent the cost of the
services. Enter "500.00" here.

10. Let's see what the Withholding link looks like now.

ithholding
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{ZRegular Entry - Windows Internet Explorer

- (5] x]
@;v |g, hittps:, fumis, connectnd, usipsp) ndft EMPLOYEE JERP/c/ENTER, _WOUCHER _TMFORMATION VCHR,_EXPRESS GELPFolder=MYFAVORITES j FYEES Iu"LweSearch |-
| File Edit View Favorites Tooks Help

< Favorites & Reqular Entry

«NDFTx*

B

Mew Window | Help | Custernize Page |

1=

Withholding Information

Backto Invaice

Unit: 32580 Invoice:  Split labor & parts Vendor: 0000099644 B &L PLUMBING
VAT Entity: Voucher: NEXT Date: 06/10/2009
Postpone Withholding [~
Invoice Line Withhold Information nd Firs] 85

Line Description L i i HE

: Code -
Withholding Details Custornizs | Find EFirst (41 01 [ Lot |
Fm Tyne. *Jurisdiction | *Class %T;:EE::‘ gumim %nde %nldin Applicable
[ 1Feaie afFe o [l R EREE
Line Description “Withholding Applicable =
2 W~
Withholding Details Customize | Find B First [ 1 o1 [F] Last
[ 1Fealfmss afre o [or o [alpamen | 7 [=]=
i istart| | @& || & Rregular entry - windo... | @ ‘ g
Step Action
11. Make sure that both invoice lines appear on this screen by clicking ‘View All’ if
necessary.
12. We do not want Line 1 to be reportable, because it is for the parts amount. Click

the Applicable option A. Click the Withholding Applicable option B to remove this
checkmark as well.

13. Leave the second line alone to report the $500.00 in services. Click the Back to
Invoice link. Backto [nvoice
14. Once you are confident that the right amount will be reported on this voucher,

save and budget check as normal.
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Step Action

15. PLEASE NOTE: As far as the IRS is concerned, it is perfectly legal to report the
entire bill for repairs, parts and labor included. This is especially true if the parts
were “incidental,” or a required part of the repair. If an agency buys extra supplies
to have on hand, they would not be reportable.

End of 3.1.7.

Lesson 3.2 -Update Voucher Line Withholding

Update Voucher Line Withholding

Navigation: Vendors>1099/Global Withholding>Maintain>Update Voucher Line Withholding
Security Access Required: NDC_1099_MAINTENANCE role
The link 'Update Voucher Line Withholding' actually links to three pages:

¢ Withholding Line Update - this allows you to search for a vendor by name and location.

¢ Withholding Invoice Line Update - this page is where the work is done. Adding and
removing reporting from voucher lines.

e New Withhold Details - this page gives you a status of the changes you made to the
vendor.

3.2.1 -Set All Lines to Have Withholding

Set All Lines to Have Withholding

Procedure

Agencies would use this step when they decide that ALL of the vouchers they paid to a particular
vendor should be reported. This can happen when some vouchers had the withholding boxes
checked, but other vouchers had the checks removed.

NOTE: All 1099 reporting is based upon the payment date of a voucher. If a voucher is
backdated to December 31st but the check prints in January, the payment will be reported in
the new year.
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Step Action
1. Click the Vendors link then the Maintain link.
2 Click the Update VoucherLine Withholding link.
3. The Vendor SetlD field is always SHARE for every user. Enter "share".
4 Enter the primary name of the vendor into the Vendor Name 1 field. In this

example, we want to work with a vendor called “1099 Reportable Test Vendor, so
you would enter "1099".

5. Click the Search button.

6. Find the location for this vendor that needs correction based upon the Location
column on your Mismatch and 1099 Activity Reports. If the vendor has only one
location, the next screen will pop up automatically. For this example, click

the MAIN link.

7. NOTE: If the location you need has been inactivated, it will not show up as being
available on this screen. Please submit a Vendor Request to the Vendor Registry
Work Request System and supply the vendor number and name of the location to
be temporarily reactivated.

/2 update YoucherLine Withholding - Windows Internet Explorer

@\:\- w [&] https: junmn connectnd.usfpspindft/EMPLOVEE/ERPYC[MANAGE _u/ITHHOLDINGS WTHD_LINE_UPDT.GBLPPORTALPARAM_PTCA=EP_wTHD_LINE_UPDT_chi x| &4 |[##|| x| [ Live search Ll

-/

| File Edit View Favortes Tools Help

57 Favorkes

& Update VoucherLine Withhalding

«+NDF T+

=

NewWindaw | Help | Custamize Page | 5,

Withholding Invoice Line Update  action: | M

SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR

0000109213 Location: AN Withholding: Y n

“Business Unit: [11000 @, *From Date: 01/1/2009 [ Search

™ Clear Updated Withholding  *To Date: 1203172009 [ .
Withhold Entity: [IRS @ Jurisdiction: Q SetAll Lines to NoWihd

Withhold Type: Q Class: Q Set All Lines to Vithd

Vendor

vendor

*Start Date: 01%1{2009 [ *End Date: wza}oﬁl

Y New Withhold Detals

Current Withhold Details

Current New i isdicti Business - _ Pavment
\Aithioald Withholg E"5 Type  Jurisdiction Class i Voucher Line Inwoice  <F Amount
1 B = Q Q Q Q
B save | ELReturn to Search | +[E] Previous in List | 4[5 Mext in List | [=] Motiry |
distart| | @ |[& update vouchertine ... |o|? [B@
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Step Action

8. Enter your agency's # into the Business Unit field.

9. Always enter January 1st of the calendar year you are correcting in the From
Date field.

10. Always enter December 31st of the same year in the To Date field, such
as "123109".

11. Thanks to a modification in 2011, the Start and End Dates for the Tax Reporting

Year should automatically fill in with the same dates. Refer to bubble 11 on the
previous screen shot.

12. Click the Search button.
Search
13. Your voucher lines should show in the Details section. You may notice that a single

voucher is listed more than once; this is because each of its invoice lines will be
listed. (Remember topic 3.1.7 above.)

Be sure to click the View All link if there are more than five lines.

14. The easiest way to set up all voucher lines with reporting is to enter the correct
reporting information in the section called Defaults. y
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Update YoucherLine Withholding - Windows Internet Explorer

@}_; @ |g https: { fruv . connectnd.us]pspindft (EMPLOVEEJERP e /MAMAGE _WITHHOLDINGS WTHD_LTIME_UPDT.GELTPORTALPARAM_PTCNAV=EP_WTHD_LINE_UPDT_GBI j €2 || X | |5 Live search St

| File Edit Yiew Favorites Tools Help

7 Favoritss (@ Uipdate Voucherline Withholding

«+NDF T+

Er

Mew window | Help | Customize Page | B

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: MAIN withholding: ¥

*Business Unit: [11000 QL *From Date: 01/01/2008 3] Search

[ Clear Updated Withholding  *To Date: 1213172008 (5

Withhold Entity: [IRS q  Jurisdiction: Q Set All Lines to Mo Wihd
Withhold Type: @ Class: Q SetAll Lines to Wihd

“Start Date: 01/01/2009 [ *End Date: 12/21/2009 [+

Current Withhold Details Y Hew Wfthhold Det

Current New " Payment
‘Withhold Withholg S0 Type  Ju Date

= January
1 F IRS Q [1089 G FED & (07 G 11000 00006285 1ka 06/22/2008 500.000

Voucher Amount

2 B [ ~l[rs  afimsc [FED @ [or @ 11000 oooosese 1AV ggraamops 425000
3 B [ =l[rs  afimscy [fED @ [or @ 11000 oooosest 1 Marchwork 6222009 500.000
« ¢ [ HJl al al @[ @iom oooosser 2 Marchwork DB/22/2008  333.000
5 F [ =l[re afiesa [fep @ [oi7 (@ 11000 oooossgs 1 April Travel DEFZZ/2008  500.000
6 & [ =lfrs @ frossa fEn @ [or @ 11000 ooooeses 2 April Travel DB22/2008  333.000
7 F [ =llrs @ frossc JfeEp @ [1a @ 1100 ooooeses 1 Maywork  DE22/2008  700.000

5 Save | | Return to Search | |42l Previous n List | 421 nest n List | (=] ety |

distart| | @& | ] 109 ttroduction - vicr .. ||/ Undate YoucherLine .. | e |'-5 &
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{2 update YoucherLine Withholding - Windows Internet Explorer

@T\t‘/v [ @] https: e connectnd.uspspinclt/EMPLOVEE [ERPYCMANAGE _WITHHOLDINGS, W THD_LINE_UPDT,GELFPORTALPARAM_PTCHAY=EP_wTHD_LINE_UPDT_cei )| &8 |42 || X | [8 Live search pl-

| File Edit View Favortes Tooks  Help

<.y Favarites @ Update Voucherline Withholding

~NDF T+

=3

Home: Il Addto s Sign out

New Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
vendor ID: 0000109213 Location: AN \Withholding: ¥

“Business Unit: [11000 @ *FromDate: 0100172009 [ Search

I” Clear Updated Withholding ~ *To Date: 1213172009 [

Withhold Entity: [IRS @ Jurisdiction: Q@mu Lines to ko Wihd

Withhold Type: |1099 ‘Class Q< SetAll Lines to withd

*Start Date: 01/01/2003 [ *End Date: 12!3‘HZEI[I9

Current Withhold Details | New Withhold Details

Current Mew
Viithhold Wthhot BT Type

l_j l_ l_ l_ l— January
1 = Q 1083 G |FED Q|07 G 11000 00006835 Wka 06/22/2008 500.000

Jurisdiction Class ~ BUSiNess
= Unt

Voucher Line Invoice Si;ltem Amount

2 F [ =lrs afwesc [FEo @ [or @ 11000 ooooeses 1 FEONAY gpramzons 435,000
3 F [ =l[rs afwssc [Feo @ [or @ 11000 oooosser 1 Marchwork 0B/22/2008 500000
4« © [ E al al a [ @i  oooosesr 2 Marchwork 0B/22/2009  333.000
s B [ =lfrs afwssc [feo @ [or @ 11000 ooooesss 1 April Travel 0Bf22/2008  500.000
6 F [ =lfrs afwssc [FEo @ [or @ 11000 oooosses 2 April Travel 062212008  333.000
7 B [ Flfrs @ fissc [Feo @ [re @ 1000 oooeses 1 Maywork  06/2212009 700000

& save | E\Return to Search | +] Previous in List | 43 Next in List | [=] Motity |

Histart| | @& | 1] 1099 totrotiucton - ticr . |7 update voucherine .. | o

7@l

Step Action

15. Enter "fed" in the Jurisdiction field.

16. Always enter "1099" in the Withhold Type field.

17. Click the Look up Class (Alt+5) button. @ A pop-up screen like the one on the

next page will appear.
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{Z Update YoucherLine Withholding - Windows Internet Explorer

6;_: J @[] https: i conmectnd.us psp/ndft [EHPLOVEE [ERPc/MANAGE_WWITHHOLDINGS WTHD_LINE_LIPDT. GBL7PORTALPARAM _PTCNAY=ER_wTHD_LINE_UFDT_Gai 7| G || 42 [ | [&¥ Lie Search R~

| File Edt View Favortes Tools Help

5.y Favorites @ Update YoucherLine Withholding

*NDF T

MuttiChs 13
E8
New Window | Help | 2

Look Up Class

Vendor SetiD: SHARE

Vendor ID: 0000109213

Vendor Location: MAIN

\ithholeling Entity: IRS

Withholding Jurisdiction: FED

Type: 1099
Withholding Class: [begins with =] |

Look Up Claar Cancel |pasic Lookup

Search Results

i Content

16 0f0
Jovtnboiing Ciass Description |
ok Rents

02 Ruoyalties

LE] Other Incorme

08 Medical and Health Care Pymnts
07 Hon-Emplayee Compensation
14 Gross Aftorney Proceeds

Astart| | & | 1] 1098 Inkraduction - Micr... | 4 Update Youchertine .. | @ ‘? ()

Step Action

18. Only the withholding classes that are set up on this vendor's location will show up
on this screen. If the one you need does not appear, enter a Vendor Request
through the Vendor Registry Work Request System to have it added.

In this example, the vendor has six different withholding classes to choose
from. Click the 07 link here.
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@: ) ® [ hetps: v conmectnd uspsp/ndt{EMPLOVEE [ERP ¢ /MANAGE_WITHHOLDINGS. WTHD_LINE_LPDT.GBLZPORTALPARAM_PTCHAU=EP_wTHD_LINE_UPDT_aol =] & || #2)| | [AF Live Search R~

| Fle Edt View Favorites Tools Help

. Favorites & Update YoucherLine Withholding

+*NDF T+

B

MewrWindow | Help | Customize Page |

Withholding Invoice Line Update  action: =] [ Run |

Ventor SetiD:  SHARE Vendor Name: 1039 REPORTABLE TEST VENDOR
vendor ID: oopopgzry  Lecation: AN Withholding: ¢

*Business Unit: |11000 @, *FromDate: 01/01/2008 [ Search

[ Clear Updated Withholding  *To Date: 12/31/2009

Withhold Entity: |IRS Q Jurisdiction:  [Fep Q
withhold Type: [1098 Q@ Class: (i Q

SetAll Lines to Withd

*Start Date: 01172009 *End Date: 12/41/2009

Current Withhold Details Y hew ithhald Detsils

Current New .
Withhold Withhold Entity Type Jurisdiction Class

Payment
Date

Voucher Line Immice

Amount

Business
Unit

1+ ® [ =llrs afwesc Fep @ [or @ 1000 ooooesss Tganuan owzo008  S00000
2 ® [ =llrs @ foese [Fep @ [or @ 11000 oooossas 1FEAY agzoo0s 425000
3 F [ =[rs @fwoesc [Fep @ [or @ 11000 ooooesar 1 Marchwork 082202008 500,000
o © [ H[ @l a a [ @-1ooo oooossar 2 Marchwork 082212008 333.000
s F [ =lfrRs @ fossx Fep @ o7 @ t1000  ooooesas 1 April Travel 06/2202008  500.000
6 F [ F[rRs @ foesc FEp @ [or @ t1000  ooooesas 2 April Travel 06/2202008  333.000
1 F [ =Flfrs @oesc FED @ [14 @ f1000  0oooesas 1 Maywork 062202009 700.000

2 Seve | QA Returnio Search | |12 Previousin List | 1] et in List | (3 atiry |

distat] | @ | 0 1093 neroduction - icr..._|[ & update voucherLine ... | @ |'? =

Step Action

19. Click the Set All Lines to Wthd button.
Set Al Lines to Wihd

20. Click the Save button.
Bl save
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@;—: R4 |g https: ffwar.connectnd.us/psp/ndft [EMPLOVEE ERPYCIMANAGE_WITHHOLDINGS. WTHD_LINE_UPDT.GELPRORTALPARAM_FTCNAV=EP_WTHD_LINE_UPDT_GBI j 4 [[#2)[>| |82 Live search
| File Edt View Favortes Tools Help

57 Favorites

(& update YoucherLine Withholding

«*NDFT»*

=

MultiChary

Mew Window | Help |

s
Withhold Update must process all fransactions for the entire Tax Reporting Year (7400,122)
Pleage verify that the Tax Reporting Start date and End date are correct (far USA, you must enter the entire calendar year, 0U0T/YYY to 1231777YY).

Failing to speciy the correct dates will cause data errors.

Press OK 1o SAVE
Press Cancel to go bark to the previous page and verificorrectthose dates

OK Canel

[Main Content:

Astart| | & | 1 1098 Inkraduction - Micr... || 4 Update Youchertine ..

=

Step Action
21.

Users will see this screen every time they save their changes. Itis a reminder to

make sure that your corrections are for the proper calendar year.
Click the OK button.

814
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@T\t‘/ ) =[] https:frm. connectnd.us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_LINE_UPDT GBL?PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_cei|=]| B |[#9|| | [0 Live Search pl-

| File Edit View Favartes Tools Help

¢ Favorites

(& update voucherLine Withholding

~NDFT#

Home:

=3

Mew Window | Help | Customize Page | 15,

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
\endor ID: ooootoszi3  Location: MAIN Withholding:

‘Business Unit: |flloo0 @ *FromDate:  [01/01/2008  [3 Search

I™ Clear Updated Withholding  “To Date: 1213172008 [

Withhold Entity: [|RS @ Jurisdiction: [rep Q SetAll Lines to No Wt
Withhold Type: |1099 Q Class: o7 [} Set Al Lines to Wthd

*Start Date: 015012008 [ *End Date: 127312000 [H)

Current Withhold Details '{_hlew iithhold Details

BUSINESS vy cpr Line Invoice
Unit - - -

Current Hew '
Withnold Withhot B Tpe

— January
1 F v rRs  Q [10e8q [fED @ [or @ 11000  o00068ES L 06222008 500.000

Jurisdiction Class Payment ot
- Date e

[Re @ [tosge [FED @ [0 o 11000 0000886 1 PR pgamzona 4z 000
[Re @ [tosgc [FED @ [or @ 11000 oooosser 1 March work 0B/22i2008  500.000
[re @ [tmege, [FED @ [07 @ 11000 oooosser 2 Marchwork 06222008 333.000
[Re @ [tosgc [FED @ [or @ 11000 oooossge 1 April Travel 0B/22i7008  500.000
[re @ [tmege [FE0 @ [07 @ 11000 oooossse 2 April Travel 062212008 333.000
[Re @ [tosgc [FED @ [or @ 11000 oooossaw 1 Maywork 0B/22i7004  700.000

oA

AT AA
= =] == =] =
ol R R O

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

i@ start| | @& | 9 1099 Ttraduction - Mic... |[ @ tndate vouchertine... | @ | =

Step Action

22. Click the Return to Search button.
SL Return to Search

23. You will be taken back to the original search page so you can go on to another
vendor that needs correction on its 1099 reporting.

24. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST OVERNIGHT. WAIT
UNTIL THE NEXT DAY TO RUN ANY QUERIES TO CHECK YOUR CORRECTION.
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3.2.2 -Set All Lines to No Withholding

Set All Lines to No Withholding

Procedure

Agencies would use this step when none of the vouchers they paid to a particular vendor should
be reported. This happens when the vendor is set up as reportable because it is an individual,
sole proprietorship, or partnership, but the agency is only paying for goods or making
reimbursements to that vendor.

NOTE: All 1099 reporting is based upon the payment date of a voucher. If a voucher is
backdated to December 31st but the check prints in January, the payment will be reported in
the new year.

Step Action

1. Navigate to Vendors > Maintain > Update VoucherLine Withholding.

2. The Vendor SetlD field is always SHARE for every user.

3. To search for a vendor by its name, try entering in the Vendor Name 1 field. We
used "1099" to find our 1099 Reportable Test Vendor.

4. Click the Search button and select the correct vendor from the search results.

Search
5. Find the location for this vendor that needs correction, based upon the location

listed in your queries. If the vendor has only one location, the next screen will pop
up automatically.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

Q\t"" [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

iy Favarites @ Update VoucherLine Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR
vendor ID: 0000108213 Location: AN Withholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils

Unit

v P [ E[ el al alla

Current New " T Business . " Payment
Withhold Withhold Entity Tvpe Jurisdiction Class = Voucher Line Invoice Date Amount

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

e | o|s @@
Step Action
6. Enter your agency's # into the Business Unit field.
7. Always enter January 1st of the calendar year you are correcting in the From
Date field.
8. Always enter December 31st of the same year in the To Date field, such
as "123109".
9. Those same dates should automatically fill in for the Tax Reporting Year State and
End Dates.
10. Click the Search button.
Search
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@C ) =[] https:frm. connectnd.us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_LINE_UPDT GBL7PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_cel 7| B |[#9|[ | [0 Live Search pl-

| File Edit View Favartes Tools Help

¢ Faverites @ update voucherLine Withholding

~NDFT#

Home: Sign out

=3
MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR

Vendor ID: ooootogzi3  Location: MAIN Withholding:

*Business Unit: |11000 C_  *From Date: 010172008 [ Search

I™ Clear Updated Withholding  “To Date: 1213172008 [

Yokt Bt [IRS Qo @
Withhold Type: Q Class: [} Set Al Lines to Wthd

*Start Date: 015012008 [ *End Date: 127312000 [H)

Current Withhold Details '{_hlew iithhold Details

Current Hew Jurisdiction Class ~ BUSIESS yroy ey Line inwoice  EOMEN  ppount

Withhold Withholg E7 Type unit Date

January

1 [} hd Q Q Q Q_ 11000 00006885 1 Wark 0B/22/2009 500.000
|_J' l— l— ,— l— Fehbruary

IRS Q [10ss @ [FED & |07 Q11000 00006836 1"3‘,9‘ 0B/22/2009 425000

2 B

3 ® [ =l[rs @ fimwgc [feED @ o @ 11000 00008887 1 March work 0812212009 500.000
¢ B [ =lfrs  afimea [fen @ [or @ 11000 nooosesr 2 Marchwork DR/2H2008 333000
s © [ H[ al al @ [ @10 oooosses 1 April Travel 082212008 500.000

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || @ update vouchertine ... | “|? @03

Step Action

11. Your voucher lines will appear in the Details section. If you truly do not want any of
these lines to be reported, click the Set All Lines to No Wthd button.

SetAll Lines to Mo Withd
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Update YoucherLine Withholding - Windows Internet Explorer

- |g https:funss .connectnd ws/pspindfHEMPLOVEE/ERP foiMANAGE _WITHHOLDINGS. WTHD_LINE_UPDT GEL?PORTALPARAM _PTCNAY=EP_WTHD_LINE_UPDT_GBI j 8 [ 4p|| x| |82 Lve earch P
| File Edt View Fawvorites Tools Help

i Favortes @ Update YoucherLine Withholding

~*NDFT#*

=R

Wew Window | Help | Customize Page | 5]

Withholding Invoice Line Update  actjon: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1093 REFORTABLE TEST VENDOR
Vendor ID: 0ooo1gsz13  Location: MAIN Withholding: ¥

*Business Unit: |11000 Q. *From Date: 01/01/2009 [ Search

I” Clear Updated Withholding  *To Date: 1232000 [

Withhold Type: Q Class: Q Set Al Lines to yihd

*Start Date: 01:01/2008 ) “End Date: 1203172008 [
Current Withhold D . Mew Withhold Details
Current New i s " Business 0 Payment
ML Wtbhold BT Type  Jurisdiction Class 7 Voucher Line invoice S Amount
= January
1 ] M Q Q Q 11000 00006E95 1 Work 062212009 500.000
l__l ,— l— l— l— Fehruary
2 ~ N *| [IRS Q ¢} Q Q11000 O0006RSE 1 travel 0B/2212009 425000
I M x| |IRS Q Q Q Q11000 0000BEST 1 Marchwork 08/22i2009 500.000
4 M x| |IRS Q Q Q Q11000 0000BEST 2 Marchwork 08/2212009 333.000
5 B Mo Q Q Q Q11000 0000BESE 1 April Travel 0872212009 500.000
& save | L\Retumto Seamhl +5] Previous in List | 4E] Next in List | [=] Matity |
#istan| | & || udate voucherine ... | e @3

Step Action

12. Notice the “N” in all the rows under the ‘New Withhold’ column.

Click the Save button.
E save
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Update YoucherLine Withholding - Windows Internet Explorer

@C ) =[] https:frm. connectnd. us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_LINE_UPDT GBL?PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_cel| 7| B |[#9|[ | [0 Live Search

| File Edit view Favortes Tools  Help

<7 Favorites

(& Update voucherLine Withholding

~NDF T+

Home: Sign out

=3
MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
\endor ID: ooootoszi3  Location: MAIN Withholding:

“Business Unit: [11000 @ *FromDate:  [01/01/2008 [3] Search
I Clear Updated Withholding ~ *To Date: 1203172009 [
Withhold Entity: [|IRS @ Jurisdiction: Q SetAll Lines 1o Mo vithd
witthola Type: [ QL Class:  — Gt ail e i |
w o &
1 The Withholding entity is required For voucher 00006895, voucher line 1. (7400,138)
*Start Date: 0140172008 IQ “End Date: 12/3152009 E .

The Withholding Enticy s  required valus in order to process the withholding update.

Current Withl

Details Y Hew Withhold Details

Current New " Business
Vithhold Withhold Entity Type Jurisdiction Class unit

January
1 [} N> Q Q Q_ 11000 00006885 1 Wark 0B/22/2009 500.000
l— l— ,— l— Fehbruary
IRS Q [} Q @ 11000 00006836 1"3‘,9‘ 0B/22/2009 425000
RS | Q Q Q Q11000 00006897 1 Marchwork DE[22/2008 500,000

GERREN Q Q Q11000 00006897 2 Marchwork DB/22/2008  333.000
Q Q Q Q11000 00006898 1 April Travel DBf22/2008  500.000

Voucher Line Invoice S%‘lem Amount

ag A
z|=z] =] =
R RN KT

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || @ update vouchertine ... | “|? @03

Step Action

13. If you receive this error message, it means that the system requires the word "IRS"
entered on each line that is being changed.
Click the OK button.

Ik
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szv [ ] http: /juswmn connectnd.usipsp/ndit /EMPLOYEEERPjc /MANAGE _W1THHOLDINGS. W THD_LINE_UPDTGBLTPOR TALPARAM_PTCHAY=ER_wTHD_LINE_UPDT_G6 ¥ | &4 || 42| | | [ L= Search £~

| File Edt View Favorltes Tools Help

¢ Favarites (@ Updats VoucherLine Withholding

s*NDF T+

=

Mew indow | Help | Customize Page |

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vfendor Name: 1053 REPORTABLE TEST YENDOR
Vendor ID: 0000109213 Location: AN Withholding: Y

*Business Unit: |11000 @ *From Date: 010102009 (5] Search

I” Clear Updated Withholding ~ *To Date: 126312008 [

Withhold Entity: [IRS q  Jurisdiction: Q SetAll Lines to Mo Wihd
Withhold Type: @ Class: Q Set All Lines to Withd

*Start Date: 01/01/2008 5] *End Date: 12/31/2008 [+

Current Withhold Details | Mew VWithhold Detalls

Current New o 5 Business
Withhold Withhold Entity Tvpe Jurisdiction Class unit

January
1 v Ffrs @ Q Q Q 11000 0000GGES o 0B/222008  500.000
February
M IRS Q (s} Q, @, 11000 00006RA6 travel ORf22/2009 425.000
Rs Q@ Q Q Q 11000 0000E&ET Marchwork 06222008 500.000
IRs  Q Q Q @, 11000  DOODGEA7 2 March work 06222009 333.000
GEREES Q Q S 1000 00006E9E 1 April Travel 0612212009 500.000

Woucher Line Invoice E%tem Amount

~
=
[l

A=A
z|z| =
o 14 e

& Save | L\ Returnto Search | 1] Previous in List | ] Mext in List | [=] Hatity: |

Histart| | @ |[@ Update vouchertine... | e |'3 @

Step Action

14. This screen only shows five rows at a time as a default setting. To make sure all
rows are correct, click the View All link.
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{ Update YoucherLine Withholdi

indows Internet Explorer

| Fle Edt view Favortes Tools Help

|| | [89 Live search Ll-

' Faverites @ Update WoucherLine Withholding

««NDFT**

Gl

Newwindow | Help | Custornize Page | 1B,

Withholding Invoice Line Update o[ =] _Run

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TESTVENDOR

Vendor ID: oooo1ogaa  Location: AN Withholding: Y

‘Business Unit: [11000 @ ‘FromDate:  [07/01/2008 |3 Searth

I Clear Updated Withholding ~ “To Date: [12/3172008 5

Withhold Entity: [IRS Q : Q SetAll Lines ta No Wihd

Withhold Type: @ Class: Q SetAll Lines ta WWthel

‘StartDate:  [01/01/2008 [ “EndDate:  [12531/2008 [
‘Current Withhold Details |_New Wi hold Detsls
Current New Business Bayment
A Wi ENY  Type  Jur cass  Et*tvoucher  Lne moice o Amount
= January
[ ] RS Q Q Q 11000 00006835 i 0622/2009  500.000
= Felaruary
2 & [N GERNSY Q Q Q 11000 000068gE [ 06122/2000 425,000
3 P [N Fre Q@ Q Q Q11000 00008887 1 Marchwork 08/22/2009  500.000
LI A YIS B GERISY Q a Q11000 00006887 2 Marchwork 06/22/2009  333.000
s & W ERe a a aQ @ 11000 00006898 1 AprilTravel 08/22/2008  500.000
6 F [N ¥ Q Q @ Q11000 00006288 2 April Travel 05222008 333000
LA A IYRE2 Q 11000 00006839 1 Maywork  0622/2008  700.000
2 Save | | Retuntn search | 1 proous in List | 5] ext i Lot | [ty
Histart| | @& |o|? @0

Step Action \

15. You can see on this screen how each row must have 'IRS" under the Entity column.
Enter "IRS" into each blank Entity field.

16. Click the Save button.
Bl cave
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{Zupdate YoucherLine Withholding - Windows Internet Explorer [_ =] x]
@;‘/ ) » [ &) https: e, connectnd. s pspindft/EMPLOYEE ERP,c MANAGE_WITHHOLDINGS WTHD_LIKE_UPDT. GEL?PCRTALPARAM_PTCNAV=EP_WTHE_LINE_LPDT_Gal =] | & | 42| % | |8 Live search £~

| File Edt YView Favortes Tools Help

7 Favorites

=

Press OK to SAVE.

Ok Cancel

i/ start. ] @

(& Update voucherLine Withholding

~+*NDF T+

Withhold Update must process all transactions for the entire Tax Reporting Year (7400,122)
Pleage verify that the Tax Reporting Start date and End date are correct (for USA, you must enter the entire calendar year, 010170 10 1 203177).

Failing to specify the correst dates will cause data errors.

Press Cancel to go back to the previous page and verifiicorrect those dates.

Mews Window | Help | 5

|| update vouchertine .. | o ‘?

Step

Action

17.

Users will see this screen every time they save their changes. Itis a reminder to
make sure that your corrections are for the proper calendar year.

0]4

Click the OK button.

18.

Click the Return to Search button.
£ Return to Search

19.

You will be taken back to the original search page so you can go on to another
vendor that needs correction on its 1099 reporting.

20.

PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST OVERNIGHT. WAIT
UNTIL THE NEXT DAY TO RUN ANY QUERIES TO CHECK YOUR CORRECTION.
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3.2.3 -Remove Withholding From Specific Lines

Remove Withholding From Specific Lines

Procedure

Sometimes agencies may see that some vouchers that were set for 1099-MISC reporting should
have it removed. An example would be where an individual is paid for services, which are
usually reportable, but there were one or two vouchers that were for travel reimbursements or
goods, not services. This topic shows how to remove withholding from certain lines only.

Step Action

1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding link.

2. The Vendor SetlD is always SHARE in this field. Enter "share".

3. Try using the percent sign as a wildcard to replace the zeroes in the Vendor ID you
need.

4, Click the Search button.

Search

5. Enter your agency's # into the Business Unit field as shown on the next page.

6. Always enter January 1st of the calendar year you are correcting in the From
Date field.

7. Always enter December 31st of the same year in the To Date field, such
as "123109".

8. The correct Start and End Dates under Tax Reporting Year should automatically fill
in.

9. Click the Search button.

Search
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lows Internet Explorer

€| X | |89 Live Search e

@T\-_: g |g hitps:/ . connectnd us/pspincit [EMPLOVEE(ER P/ciMANAGE_WITHHOLDINGS. THD_LINE_UPDT. GELZPORTALPARAM_PTCHAV=EP_i/THD_LTNE_UPDT_GBI x|

| File Edt wiew Favortes Tooks Help

7 Favorites

{& Update ‘oucherLine Withholding

~«NDF T+

(=3

Mew Window | Help | Customize Page | [E)

Withholding Inveice Line Update  acion: =l R |

Vendor SetiD:  SHARE Vendor Name: 1039 REFORTABLE TEST VENDOR
Vendor ID: 0000108213 Location: MAIN Withholding: A

“Rusing nit: 11000 *From Date: 01/01/2009
Main Cantent Q & Search

I Clear Updated Withholding ~ *To Date: [12/31/2008

Withhold Entity: |IRS Q  Jurisdiction: (¢} Set All Lines to No Withd
Withhold Type: Q  Class: Q Set All Lines to wihd

*Start Date: 01/01/2009 *End Date: 12/31/2009

Current Withhold Details e Withhold Detsils
Current New Business

" N " " Payment
Withhold Withhold Entity Type Jurisdiction Class Unit Voucher Invoice Date Amount
= January
1 [ | Q Q Q Q11000 00006295 1 \Wark 06/22/2009 500.000

February
IRS Q 1099 Q [FED Q@ |07 Q@ 11000 00006896 erave\ 06/22/2009 425.000

RS @ [roesc [FED @ [o7 @ 11000 00006857 1 Marchwork DE/22/2008 500,000
RS @ [foes @ [FED @ [o7 @ 11000 00008857 2 Marchwork D/22/2008  333.000
Q aQ Q Q 11000 00D0BSS 1 April Travel 06/22/2000  500.000

aR A A
i

B sawe | ELReturnto Search | 1[E] Previous in List | +[E] et in List | [=] motity |

dstart| | & || @ update vouchertine .. I

Step Action

10. Click the View All link right away to see all your invoice lines.
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{ZUpdate YoucherLine Withholding - Windows Internet Explorer

6; % [&] https: e connectnd, usfpsp{nd HEMPLOYEE [ERPcMANAGE_WITHHOLDINGS, #THD_LINE _UPCT, GBL7PORTALPARAM_PTCHAY=EP_WTHD_LINE_LPCT_Gel )| &b ||| % | [ Live Search P~

| File Edt Wiew Favortes Tools  Help

¢ Favorites @ Update YoucherLine Withholding

s NDF T

=13

Mew Window | Help | Customize Page | /&,

Withholding Invoice Line Update  action: =] [ Run |

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
vendor ID: ooopingzrg  Lecation: MAIN Withholding: Y

*Busingss Unit: |11000 @ *From Date: o01/2008 Search

I Clear Updated Withholding  *To Date: 123172009 [

withhold Entity: [IRS @, Jurisdiction: Q SetAll Lines to Mo Wihd
Withhold Type: Q Class: Q Set All Lines to Wihd

*Start Date: 01/0152008 [ *End Date: 1203152008 [5)

Current Withhold Details _hlew Withhold Details

Current New ” o it Business o . Payment
Withhold Withhold Entity Type Jurisdiction Class Unit Voucher Line Imvice Date Amount

= January
1 Rs @ [rossq [FED @ [o7 @ 11000 oooosses vl 06/22/2008  600.000

2 ® [ l[rs @ foesse [feo o [or @ 11000  oooossss 1 RN gprzaaos 425000
3 F [ =l[rs @ fosga [Feo @ [or @ 11000 ooooeesr 1 Marchwork 0B/Z22000  500.000
« ¢ [zl al e [ @t ooooeesr 2 Marchwork 0612212008 333.000
s & [ =l[Re @ fossa [Feo @ [or @ 11000 oooosess 1 April Travel 061222009 500.000
6 ® [ =][rs @ fioesa [feo @ [or @ 11000 oooossos 2 April Travel 08/22/2003  333.000
1 ® [ lfrs @ fioesc [feo @ [ @ 11000 oooosses 1 Maywork  08/22/2009  700.000

(& Save | L\Returnto Search | 1| Previous in List | ] next in List | [=] atify |

1 start J & J /& update YoucherLine ... J l"|fI B@E

Step Action

11. For this example, the agency decided that line 4 should not be reported after
all. To remove withholding from a single line, select the N list item from the drop-
down box.

12. Since "IRS" was already entered in the Entity column, nothing more needs to be

done. If other voucher lines need withholding removed, repeat the same step.
Click the Save button when done.

Bl save
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PR [e] JEMPLO

| Fle Edt view Favorites Tools Help

E_WITHHOLDINGS. WTHD_LINE_UPDT.GBEL?PORTALPARAM_PTCNAY=EP_WTHD_LINE_UPDT_GBI j 8 [[$2] (] |8 Live search
<7 Favorites

1@ Update YoucherLine Withholding

««NDF T+

EN3

e Window | Help | 5}

‘withhold Update must pracess all transactions for the entire Tax Reparting Year (7400,122)

Pleage verify thatthe Tax Reporting Start date and End date are correct {for USA, you must enter the entire calendar year, 0T0T/1Y 10 12031700Y)
Failing to specify the carect dates will cause data errors

Press OK o SAVE

Press Cancel to go back o the previous page and verifycorrect those dates
oK Cancel

Aistare| | @ || & update vouchertine ...

Lo]*eE

Step Action
13.

This is a warning page to make sure that you have entered the entire calendar year

being corrected under the Tax Reporting Year section. Click the OK button.
Ol
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{Z Update YoucherLine Withholding - Windows Internet Explorer

@;‘/ )@ [E] https:frmun. connectnd.us/psp/nclt[EMPLOYEEJER Pjc MANAGE_WITHHOLDINGS WTHD_LINE_UPDT GBL?PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_661/7]| &8 |[#9| | [8 Live Search P~

| File Edit View Favortes Tools Help

. Favarites (@ Update Voucherline Withholding

«+NDFT**

(=

MewWindaw | Help | Customize Page | 5,

Withholding Invoice Line Update  pction: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 10338 REPORTABLE TESTVENDOR
Vendor ID: 0000109213 Location: WAIN Withholding: A

‘Business Unit: [1000  ©  *FromDate:  |01i01/2008 [ Search
I Clear Updated Withholding  *To Date: 1203172009 [5)

Withhold Entity: [|IRS @ Jurisdiction: Q SetAll Lines 1o Mo vithd
Withhold Type: Q Class: [} Set Al Lines to Wthd

*Start Date: 01i01/2008  [5] *End Date: 12/31/2000 [

Current Withhold Detaile Y New Wkhhold Details

Current New " s " Business i Payment
Withhold Withhold Entity Type Jurisdiction Class Unit Woucher Line Imvoice Date Amount

= January
1 ] A IRS Q [1089Q [FED @ |07 Q11000 00006895 1ka 0222009 500,000

: ® [ Ffre ol e a [ a 1o oooosess 120 geanzone 426000
s B [ =Ffrs @l @ @ [ @tooo  oooosser 1 Marchwork DB/222008 500000
o v =lfRs a @l @ [ a oo oooosssr 2 Marchwork 0B/2212008 332000
s & [v =l[rs @ fisec [feo @ [or @ 11000 oooosses 1 April Travel DEf22/2008  500.000
o F v =frs afosga [Feb @ o7 @ 1100 ooooesss 2 April Travel 0612212008 333,000
7 B [ =Flrs @l @l @ [ @1 oooosses 1 Maywork  DE222008  700.000

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || & vpdate vouchertine .. | l¢|i5 gE

Step Action

14. Click the Return to Search button.
£ Return to Search

15. You will be taken back to the original search page so you can go on to another
vendor that needs correction on its 1099 reporting.

16. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST OVERNIGHT. WAIT
UNTIL THE NEXT DAY TO RUN ANY QUERIES TO CHECK YOUR CORRECTION.
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3.2.4 -Set Up Specific Lines for Withholding

Setting Up Specific Lines for Withholding

Procedure

After agencies have run queries to review their 1099 reporting for the year, they may see where
some vouchers were missed from reporting. This topic shows how to set up specific lines for
withholding without having to set all lines for withholding.

Step Action
1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding link.
2. The Vendor SetlID field is always SHARE for every user.
3. If the user knows the vendor number (it should be listed on the query), they can

enter the Vendor ID directly into this field. For this example, we used test
vendor "0000109213".

4, Click the Search button.
Search
5. Find the location for this vendor that needs correction. If the vendor has only one
location, the next screen will pop up automatically. For this example, click
the MAIN link.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

'Q—;‘,' [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

¢ Favorites

{& Update Youcherline Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR
vendor ID: 0000108213 Location: AN Withholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils

Current New " T Business
Withhold Withhold Entity Tvpe Jurisdiction Class unit

v P [ E[ el al alla

Voucher Line Invoice %E&Em Amount

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

distart| | & || & update vouchertimne .. | e

7 @

Step Action

6. Enter your agency's # into the Business Unit field.

7. Always enter January 1st of the calendar year you are correcting in the From
Date field.

8. Always enter December 31st of the same year in the To Date field, such
as "123109".

9. The Start and End Dates should automatically fill in under the Tax Reporting Year.

10. Click the Search button.
Search
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Update YoucherLine Withholding - Windows Internet Explorer

@:'v |g, hitps: s connectnd. us/psp/alit [EMPLOVEE [ER.P e/ MANAGE_WITHHOLDINGS. WTHD_LINE_UIPDT GBLFPORTALPARAM_PTChAY=EP_wTHD_LTNE_UPoT ol x| & || 4¢ || | [ tive search |

| File Edt View Favortes Tools Help

¢ Favorites (@ Update VoucherLine Withholding

xNDFT**

ER

hiEp

Mew Window | Help | Customize Page

Withholding Invoice Line Update  action: = _Run |

Vendor SetiD:  SHARE Vendor Name: 1098 REPORTABLE TEST YENDOR
ventor ID: noopinezes  Location: AN withholding: ¢

“Business Unit: |11000 @ *From Date: 01/01/2009 Search

I Clear Updated Withholding ~ *To Date: 1273112008 [

Withhold Entity: |IRS @ Jurisdiction: Q Set All Lines to Mo Wihd
Withhold Type: Q Class: Q Set Al Lines to Wthd

*Start Date: 01/01/2009 [ *End Dates 1203102009 [

Current Withhold Details Y Mevw Withhold Details

Current New o Business
Withhold Withhola 5™ Lpe  Jurisdiction Class 4

January

- Q Q Q11000 00006895 \Work OBf22/2008 400.000
= February

Rs @ [iega [FED @ [07 @ 11000 00006895 ol 0B22/2009 435000

~|[re @ [nasQ |[FED @ |07 O 11000  0D0O0BEST 1 Marchwork DG/22/2008 500,000

=l jrs  Q Jieg & [FED @ o7 Q11000 0O00DBEST 2 Marchwark 0B22/2009  332.000

= Q Q Q G, 11000 00006896 1 April Travel 06/22/2009  500.000

Voucher Line lImwice ~ Covment
Youcher  Lme WWOICE e

Amount

=

o= =aa

(B save | L\Returnto Search | (= Previous in List | <[] et i List | [=] atify |

i start ] @ J & update VoucherLine ... ] o | 2 BE

Step Action

11. Click the View All link to see all invoice lines.
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withholding - Windows Internet Explorer

@@v [ https: /. connectnd.usfpsp/ndftEMPLOYEE/ERP/c/MANAGE _WITHHOLDINGS WTHD_LINE_UPDT.GBL7PORTALPARAM_PTCNAY=EP_wTHD_LINE_UPDT_s6 | & || 42 || x| [£¥ e search £l

| File Edt View Favorkes Took Help

i Favorites @ update voucherLine withholdng

«*NDFT+

Home

=13

Mew Window | Help | Customizs Page | B

Withholding Invoice Line Update  aciion: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1083 REFORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: AN Withholding: ¥

*Business Unit: |11000 @, *From Date: 01/01/2009 Search

I Clear Updated Withholding ~ *To Date: 12131/2008

Withhold Entity: ||RS @ Jurisdiction: Q SetAll Lines to Mo Withd
Withhold Type: Q. Class: Q Set All Lines ta Wihd

*Start Date: 01/01/2008  [5 *End Date: 12131i2008 (il

Current Withhold Details | New Vithhold Details

Current New " Business ; Payment
Withhold Withhold Entity Type Juri Unit Voucher Line Imvoice Date Amount

= Ql—Q Q I_QMUUU 00006895 1Jm?£'r‘:f”' 06/222008 500000

ion Class

1"

= February
2 = IRS Q |108aC FED @ |07 G 11000 00006836 1 travel 06/22/2009 425.000
3 ¥ | IrRs @ [toee [FeD @ [or @ 11000 ooooseer 1 March work 082252008 500,000
P ~] ks @ [1oes e [fe0 @ [or @ 11000 oooosser 2 March work 06/22/2008  333.000
5 Q Q Q Q11000 00006838 1 April Travel 06/22/2003 500.000

H H
;|

Q Q Q Q 11000 00008698 2 April Travel 06/2202000  333.000
RS @ [10veQFED @ [14 @ 11000 oo00BS@g 1 Maywork  0/222000 700,000

=
J

distart] | & |[ & undate Vouchertine ... | 0|2 G@

Step Action

12. In this example, the agency decided that line 5 on this screen needed withholding
added. Click the drop-down box to select the Y list item.
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@_.: ) @[] https:/iwmn.conmectnd. us/pspindft/EMPLOYEEIERP/ciMANAGE _WITHHOLDINGS WTHD_LINE_LIPDT,GBLEPORTALPARAM_PTCHAY=EP_WTHD_LINE_UPLT_GBI=] S| K| | Live Search Pl
| File Edt wiew Favortes Tooks Help

7 Favorites

++NDF T+

=

Withhold Entity: [IRS Q

Current Withhold Details

{& Update ‘oucherLine Withholding

Withholding Invoice Line Update

Vendor SetlD:  SHARE Vendor Name: 1083 REPORTABLE TEST VENDOR
Vendor ID: ooopigaz1s  Location: MAIN Withholding: v
‘BusinessUnit: [11000 Q. <Frompate:  [o101/2008 [ Search

I Clear Updated Withholding ~ *To Date: 123172009 )

Jurisdiction: Q

Y New ithhald Detals

Withhold Type: Q  Class: Q Set All Lines to wihd
*Start Date: 01/01/2009  [5 *End Date: 12/31/2009 [

Action: =] _Run

Mew Window | Help | Customize Page | 5,

Set All Lines to Mo Withd

Current New . isdicti Business , Paytnent
\ithiold Withhold 25 Dpe  Jurisdiction Class %5 Voucher Line nvoice ¥ Amount
= January
| Q a Q 11000 0000685 e 08/22/2000  500.000
= February
PR Rs @ [tossc [FED @ o7 11000 00006896 1 prael 06/22/2008  425.000
I = RS @ |1099 QU [FED Qo7 Q11000 00008897 1 Marchwork 0B/22/2008  500.000
4 F -] |IrRs 1000 0000BEST 2 Marchwork 08/22/2009  333.000
5 T | xl|rs 1093 @ [FED| QL @ {1000 0000BE9E 1 April Travel 08222009 500.000
& I - al Q] W ©_ 11000 DOO0GSS8 7 April Travel 0B/22/2008  333.000
F - Q [roasc [fED @ [14 @ 11000 oooosssg 1 Maywork 0B/Z2/2000  700.000

) Seve | E\Returnto Search | 11 P\vious m List | 415 et i List |

lotity |

i start] J @

J /& Update Youcher\ine ...

\

| o7 |GE

Step Action \

13. Users must enter "IRS" into the Entity field of each line corrected.

14. Continue entering the required information in these fields. Enter "1099" into

the Type field.

15. Enter "FED" into the Jurisdiction field.

16. Click the Look up Class (Alt+5) button to find the correct withholding class.
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pdate YoucherLine Withholding - Windows Internet Explorer

6‘\: - |g, hitps: {swsws connectnd. us/psp/elft [EMPLOYEE JER.P e/ MANAGE_WITHHOLDINGS. WTHD_LINE_UIPDT GBLFPORTALPARAM_PTCHAY=EP_WTHD_LTNE_PDT GBI x| *2 || X | |8 Live Search |

| File Edt View Favortes Tools Help

¢ Favorites @ Update Voucherline Withholding

«NDFT»*

EQ
HewWindow | Help | B

Look Up Class
Vendor SetiD: SHARE
Vendor ID: 0000109213
Vendor Lacation: MAIN
\Withholding Entity: IRS
Withholding Jurisdiction: FED

Tvpe: 1089
Withholding Class: [begins with j|

Look Up | Clear | Cancel |E|as\c Loakup

Search Results
16 05

hholding Class Description

i) Rents

03 Rovalties
UE] Other Income
08

Medical and Health Care Pymnts
Mon-Employee Compensation
14 Gross Aftorney Proceeds

&/ start ] @ J & update VoucherLine ...

||z [CB

Step Action
17.

Select the appropriate class for your voucher line. In this case, we used the 07 link.
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= Update YoucherLine Withholding - Windows Internet Explorer

@:\/V Ig‘ httDs:/MWW‘Cunnectr\d‘\.ISJ'DSDﬂndftfEMPLOVEEﬂERPJ'CﬂMANAGE,WITHHOLDINGS.WTHD,LINE,UPDT.GEL?PORTALPARAM,PTCNAV=EP,WTHD,LINE,UPDT,GBIj E he iR Il‘. Live Search Pl

| File Edt wiew Favortes Tooks Help

7 Favorites

{& Update ‘oucherLine Withholding

++NDF T+

=

Mew Window | Help | Customize Page | 5,

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1083 REPORTABLE TEST VENDOR
Vendor ID: ooopigaz1s  Location: MAIN Withholding: v

*Business Unit: |11000 Q,_ *From Date: D1/01/2008 (5 Search

I” Clear Updated Withholding ~ *To Date: 1213172009 [

Withhold Entity: [IRS @ Jurisdiction: Q Set All Lines to No Wihd
Withhold Type: @ Class: Q Set All Lines to wihd

*Start Date: 01/01/2009  [5 *End Date: 12/31/2009 [

Customize | Fin First [4] 1.7 o 7 [F] Last

Current Withhold Details Y Mew Withhold Details

Current New i Business Payrnent
Withhold Withhotd 5" Type Unit Date

J
= al a a [ @ 1m0 oooossss 1‘,\7;‘::(“ 06/22/2008  500.000

Jurisdiction Class ‘Voucher Line Invoice

Amount

a

: F [ =l[rs @ foma[fEo o [or a 11o00  oooossss 1oAY peizaanng 425000
3 P [ Z][rRs @fosea feD (@ [o7 @ 11000 0000gesr 1 Marchwork UBZ22009  500.000
« B [ FlRs afmesaffeo @ [i7 @ 1ioo0  oooosssr 2 Marchwork 0B/22/2008  333.000
5 © [v =]frs @ fmescffep @ [ @ 11oo0  oooossss 1 April Travel UB/22(2008  500.000
s & [ = al @[ a [ a oo oooossss 2 April Travel 062272000 333.000
1 F [ =l[rs @foesaffep @ [ra @ o0 oooossss 1 Maywork 06222009  700.000

& save | S\Returnto Search | 1E] Previous in List | 4] Mextin List | hlotify |

c|EE

distart] | & || & update vouchertine .. | e

Step Action

18. Correct all the lines on this screen as needed, then click the Save button.
El save
19. Click the OK button on the warning screen about the tax reporting dates when it

pops up.
(]

20. This is how to select specific lines for 1099-MISC reporting on a single vendor. Click
S Return to Search

the Return to Search button.

21. You will be taken back to the original search page so you can go on to another
vendor that needs correction on its 1099 reporting.

22. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST OVERNIGHT. WAIT
UNTIL THE NEXT DAY TO RUN ANY QUERIES TO CHECK YOUR CORRECTION.
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3.2.5 -Change the Class on a Reportable Line

Change the Class on a Reportable Line

Procedure

Agencies also need to be cognizant of which withholding class is used in their 1099-MISC
reporting. Vendors are usually set up with a default class of 07 for Nonemployee
Compensation. This is the most commonly reported class at the State of North Dakota.

If an agency is paying a vendor for rent, grant money, an award, etc., other withholding classes
should be used. For more details, please see the document Explanation of Different
Withholding Classes.

Step Action

1. If a reportable payment was made on the wrong withholding class, it is easy to
fix. Just follow the instructions shown here.

Navigate to Vendors > Maintain > Update VoucherLine Withholding.

Always enter SHARE into the Vendor SetID field.

Enter the vendor number into the Vendor ID field.

AN B I

Click the Search button.

Search

6. Find the vendor location in the search results that has the incorrect withholding
class entered.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

l@_\t‘-‘v [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

iy Favarites @ Update VoucherLine Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR
vendor ID: 0000108213 Location: AN Withholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils

Current New " T Business . " Payment
Withhold Withhold Entity Tvpe Jurisdiction Class unit Voucher Line Invoice Date Amount

v P [ E[ el al alla

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

7 @

distart| | & || & update vouchertimne .. | e

Step Action

7. Enter your agency's # into the Business Unit field.

8. Always enter January 1st of the calendar year you are correcting in the From
Date field.

9. Always enter December 31st of the same year in the To Date field, such

as "123109".

10. The Start and End Dates should automatically fill in under the Tax Reporting Year.

11. Click the Search button.
Search

12. Click the View All link if necessary.
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{Z Update YoucherLine Withholding - Windows Internet Explorer

G\ti 3 &[] hetps: o, connectnd.us/pspindfL/EMPLOYEE/ERP < /MANAGE_WITHHOLDINGS, WTHD_LINE_UPDT GAL7PORTALPaRAM_PTCHv=ER_wTHD_LNE_UPDT_cei|x|| &) |[+2 [ x| [ Live Search Ll

| File Edit View Favorites Took Help

.7 Favorites

& Update YoucherLine Withholding

~*NDFT**

(B

New Window | Help | Custornize Page | 5

Withholding Invoice Line Update  action: | M

vendor SetiD:  SHARE
vendor ID: ooootpgz1s  Lecation: MAIN Withholding:

Vendor Name: 1038 REFORTABLE TEST VENDOR

I Clear Updated Withholding

Withhold Entity: [IRS Q
Withhold Type: Q

*Business Unit: {11000 Q. *From Date: 010172008 [3) Search

*To Date: 1203172000 [

Jurisdiction: [~ q
Class: Q

SetAll Lines to Ma Wthd
Set All Lines to YWithd

*StartDate:  [01/01/2009 [ “End Date: 12/31/2008  [H]

Current Withhold Detaile 'y New Withhold Details

Current New .
Withhold Withhotg B Tvee

1+ ® [ =Flfrs @ fiossa [Fep @ [or @ 11000 oooosses 19ENAY pezzia0ne 500000
: w [ Flfrs @ fissa [Fep @ o7 @ 1000 oooossge 1 FEUMAY pprzzaone 425000
3 F [ Fl[rs  a[messc [Feo @ [o7 o 11000 ooooses? 1 Marchwork 06/22/2008  500.000

m [ = al al @[ @ oooosser
s ® [ =lfrs @ fiossc [Fep @ [or Q11000 oooossge
v [re @ [rsgc [Feo @ [or @ 11000 oooossss 2 ApHl Travel 067222009 333,000
E [rs @ [rossc [FEp @ [ @ 11000 oooossea 1 Maywork  DEf2202008 700000

Jurisdiction Class  BYSIOSS yioucher  Line Imoice  E2MEM  ppguny
durisiction Class )y~ voucher - Line hmoice Amount

2 March work DB/22/2009 323.000

T April Travel 06/22/2009 500.000

=

[ 5ave | QRetumtn Sesrch |+l Previnus mList | (5 et in List | [ matny |

distart| | & || % update vouchertine ... I u-| )

Step Action

13. In this example, the agency user set up the voucher with a class of 14 on Line 7
when it should have been 07.

DON’T FORGET THIS STEP: To correct the class, first select Y from the drop-down
menu under the heading ‘New Withhold.’

14. Then click the Look up Class (Alt+5) button here.
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{Zupdate YoucherLine Withholding - Windows Internet Explorer

6«::-:- [&] htps: ivrens connectnd usfpspindft/EMPLOYEEERP/c/MANAGE_WITHHOLDINGS, WTHD_LINE_LIPDT, GBLPPCRTALPARAM _PTCNAY=EP_WTHD_LINE_UPDT o8l || G ||42)| % | [ Live search P~

| File Edt YView Favortes Tools Help

¢ Favorites (@ Update voucherLine Withholding

~+*NDF T+

=

New window | Help | 5,

Look Up Class

Vendor SetID: SHARE
Vendor ID: 0000109213
Vendor Location: MAIN
Withholding Entity: RS
Withholding Jurisdiction: FED

ing Type: 1008
Withholding Class: [begins with =]

LookUp | ctear | cancel | pasis Loakua

Search Results

16 0f0
Cibipiing ClassDescripion |
i Rents

02 Royallies

03 Other Income

05 Medical and Health Care Pvmnts
o Mon-Employee Compensation
14 Gross AMtorney Proceeds

dstart| | & |[ & update vouchertine _. | o ‘? 3@

Step Action

15. PLEASE NOTE: If the class you need to report on this voucher does not show up on
this screen, enter a Vendor Request through the Vendor Registry Work Request
System to have it added.

In this example, we want the 07 link.
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{2 update YoucherLine Withholding - Windows Internet Explorer

G;:' |En s, connectnd. dFtAEMPLOYEE JERP ¢ MA s ciwlTHHOLD]NGS.WTHDiL[NEJ_IPDT.GBL?PORTﬂLPAR&MJ’TENnV=EP7WTHD7L]NE7LIPDT75EIj Q S| % | [ & Live search

| Fle Edt View Favorites Tools Help

5.7 Favorites

{& Update voucherLine Withholding

x*NDFT+

Home:

E

Withholding Invoice Line Update  action: o] _Run |

vendor SetiD:  SHARE Venor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: oonoigsziz  Location: MAIN Withholding: Y

*Business Unit: 11000 @ *From Date: o1io1izo0a 5 Search

I Clear Updated Withholding ~ *To Date: 12312000 |5

withhold Entity: [RS Q  Jurisdiction: Q Set All Lines to Mo Wihd
Withhold Type: Q  Class: <% Set All Lines 1o Wihd

*Start Date: 01/01/2009  [5) *End Date: 1203102009 [+

Current Withhold Detaits Y hlew Withhald Detsils:

Current New - et Business Payment
Withhold Withhow %Y [vpe Jurisdiction Class Date

1+ ® [ =lfrs @ fressc [Feo @ [or @ 11000 oooosess 1pete ge2i2009 500,000
2 ® [ =lfrs @ fessc [feo @ [or (@ 11000 oooosess 1R gezzo0s 425000
3 F [ =lrs @ fossa [feo @ [or @ 11000 oooosasr 1 Marchwork 06222008 500,000

r [ = al @l @ [ @1 oooosssr 2 Marchwork DE/22/2008  333.000
5 F [ =lfrs afimeeaffeD @ [ @ 11000 ooooeess 1 April Travel 06222008 500000
6 F [ ks «[ossc [feo @ [or @ 11000 oooossss 2 April Travel 06222008 333000
7 F [y =lrs @ fossa [fEo @ [ @ 11000 oooosass T Maywork 06222008 700000

Voucher Line Invoice Amount

= 5ave | S\Retumto Search |+ Previous n List | 421 Hext in List | (] watity |

Sign out

New window | Help | Custamize Page | /S

distart| | @ |[@ update vouchertine .. e 2@
Step Action
16. Click the Save button once you get back to this screen and everything looks correct.

El save

17. A warning message about the tax reporting dates will appear, just click the OK
button.

014
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{Z Update YoucherLine Withholding - Windows Internet Explorer

@\:‘/ R |g‘ hteps: /jwuw. connectnd. us/psp/ndft/EMPLOYEE JERP/CMANAGE_WITHHOLDINGS W THD_LINE_UPDT GEL?PORTALPARAM_PTCHAY=EP_WWTHD_LINE_UPDT GBI j 8 |[érf|x |€'Lwe Search e

| File Edit ‘iew Favorites Tools Help

¢ Favorites {& Update YoucherLine Withholding

~*NDF T+

=0
Mew Window | Help | Customize Pag Saved

Withholding Invoice Line Update  acion: | _Run |

Vendor SetiD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: oooptogzts  Lecations Al Withholding: -/

‘BusinessUnit: [fi1000  ©  cFrompate:  [0107/2008 [ Search

I” Clear Updated Withholding  *To Date: 1203112008 [H

withhold Entity: [IRS @ WJurisdiction: Q Set All Lines to No Yithd
Withhold Type: Q@ Class: Q SetAll Lines to ythd

“Start Date: 01/01/2008 [0 *End Date: 1203152008 [

First [ 1.7 01 7 [M] Last

‘Current Withhold Detaile Y_Mew Withhold Details

Current New - N - Business - N Payment
Withhold Withhoi B0 Type  Jurisdiction Class - Voucher Line Invoice Date Amount

Unit Date

[ -] =l [rs @ Q Q Q11000 00006895 15\?;?"' 06/22/2008 500000
=l [rs @ Q Q Q11000 00D0GS9G 1;:‘%“5“’ 06/22/2008 425000

=

3 F [ =lfRs a a[  a [ aiio ooooseer 1 Marchwork DE(Z2/2008  500.000
o [ Al al al @ [ @iooo  oooossar 2 Marchwork DS(22/2008  333.000
s B [ =lfRs a al @ [ @100 oooosess 1 April Travel DB/22/2008  §00.000
& B [ Ffrs a a @ [ @i omooesss 2 April Travel DB/22/2008  333.000
7 B [v =lfrs @fissc feo @ fo7 @ 11000 oooossas 1 Maywork 06/22/2008  700.000

& save | LReturnto Search | 1[= Previous in List | 5 Mext in List | [=] nuatify |

i/ start J & J /& update voucherLine... J “|? B

Step Action

18. Click the Return to Search button.
S Return to Search

19. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST OVERNIGHT. WAIT
UNTIL THE NEXT DAY TO RUN ANY QUERIES TO CHECK YOUR CORRECTION.

20. Reporting on the wrong withholding class can create tax problems for the
vendor. Forinstance, using class 07 instead of 01 means that the vendor will have
to pay self-employment taxes on rental income, which is expensive and incorrect.

Please watch the withholding class listed on the 1099 query results!

End of 3.3.5.
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3.2.6 -Clear Updated Withholding

Clear Updated Withholding

Procedure

PLEASE NOTE: If you find that you have made a mistake and would like to reverse a correction
you already made, it is possible to clear the updates and bring the vendor's record back to its
original status.

Step Action

1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding link.
2. The Vendor SetlD is always SHARE. Enter "share".
3. Enter the vendor number or name to search on.
4. Click the Search button.
Search
5. Choose the location that needs the updates cleared of previous corrections.
6. Enter the information just as you did previously when you made the original
correction. Begin with your agency's # in the Business Unit field.
7. Always enter January 1st of the calendar year you are correcting in the From
Date field.
8. Always enter December 31st of the same year in the To Date field, such
as "123109".
9. The Start and End Dates should automatically fill in under the Tax Reporting Year.
10. Click the Search button.
Search
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Update YoucherLine Withholding - Windows Internet Explorer
= [&] https: s connectnd usfpspindft fEMPLOVEE R Pjc/MANAGE_WITHHOLDINGS. WTHD_LIE_UPDT GBLPPORT ALPARAM_PTCHIAV=EP_WTHD_LIE_UPDT_cai ]| & || #2|| X | [&2 Live Search

| File Edt View Favorites Tools  Help

¢ Favortes (@ Update YoucherLine Withholding

x*NDFT#*

=

Mew Window | Help | Customize Page | &)

Withholding Invoice Line Update  acgion: | M

Vendor SetlD:  SHARE Vendor Name: 1093 REPORTABLE TEST VENDOR

Vendor ID: ooootoazs  Location: MAIN Withholding:

*Business Unit: |11000 @ *From Date: 010172008 [ Search

I” Clear Updated Withholding ~ *To Date: 1232000 [5)

Withhold Entity: [RS @ Jurisdiction: Q SetAll Lines to Mo Withd
wWithhold Type: Q Class: Q Set All Lines to Wihd

*Start Date: 01/01/2003 [ *End Date: 123172009 [3

Current Withhold Details ' _New Witihold Details

Current New ” Business f . Payment
Withhold Withhold Entity Type Ju Class Unit Voucher Ling Imvoice Date Amount
January
1 = 11000 00006895 1 \ork 06/22/2009 500.000
= February
2 4 IRS Q [108aQ [FED @ |07 Q11000 00006836 1 travel 06/22/2009 425.000
3 W - [re @ [tosacy [fep @ [or @ 11000 ooooesar 1 Marchwork DBi22/2009  500.000
4 [l 11000 00006897 2 Marchwork 08/22/2009 333.000
g I 11000 00006898 1 April Travel 08/22/2009 500.000

& save | A Return to Search | +[E] Previous in List | +E] Next in List | =] Netify |

distan| | @ || & update vouchertine | 0|? 5@

Step Action /

11. Click the View All link.
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ipdate YoucherLine holding - Windows Internet Explorer

@; y® [ ] https:fuwan. connectndusipspindft/EMPLOYEE [ERP{c/MANAGE W1 THHOLDINGS WTHD_LTNE_LPDT. GBL?PORTALPARAM_PTCHAI=EP_wTHD_LIKE_UPDT el x| & ||| ¢ | &2 Live search £~

| File Edt View Favorites Tools Hep

. Favarites @ Update Youcherline Withholding

++NDF T+

=

MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: -] ﬂl

Vendor Setl:  SHARE Vendor Name: 1089 REPORTABLE TEST VENDOR
Vendor ID: oooofoazis  Lecation: MAIN Withholding: ¥

‘Business Unit: [11000 @ *FromDate: 01/01/2008  [5) Search

I™ Clear Updated Withholding  *To Date: 1273172008 [

Withhold Entity: [IRS @ Jurisdiction: Q SetAll Lines to Mo wihd
Withhold Type: Q Class: Q Set All Lines to Wihd

*Start Date: 01/01/2009 [ *End Date: 122152009 Fil

Current withhold Detaile {_hevy Vithhold Details

Current New o o Payment
Withhold Withhotg S0 Tvpe Lne Imuice  poq, Amount
January
1 Il 11000 00006835 1 otk 0B/22/2008 600.000
= February
FI RS @ [roesq [FED @ [o7 @ 11000 oooosses 1 graeel 0B/22/2009  425.000
3 ¥ =| IRs @ [10ss @ [RED © |07 G 11000 00ODGEST 1 March wark DB/22/2008  500.000
L o 11000 0000687 2 Marchwork D6/22/2008  333.000
5 11000 0DODE89B 1 April Travel 08/22/2009  500.000
b Il 11000 00006858 2 April Travel 0B/22/2009 333.000
T E > Rs Q |1098 Q JFE, Q |14 Q& 11000 00008899 1 Maywork  08/22/2008  700.000

B save | L4 Return to Search | +[E] Previous in List | ] nles in List | [=] hotify |

Histart| | @ |[@ Update vouchertine ... | @

\

=]

Step Action !

12. To see the updates already made to this vendor, click the New Withhold
Details tab.
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@_\:\/ w [ ] https: v conmectnd us(pspindft/EMPLOYEE [ERPc/MANAGE _WITHHOLDINGS. WTHD_LINE_UPDT.GELIPORTALPARAM_PTHav=EP_wTHD_Lie_poT_cen 2| b [|$#)| 20| [ Live search
| File Edt Wew Favortes Toos Help

Pl

<y Favorites @ Update voucherline Withholding

#+NDFT#*

(E]3

Mew Window | Help | Custornize Page | 5

Withholding Invoice Line Update action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
VendorID:  0000109z13  Location  MAIN \Withholding: v

B ORE [TT00—Q,  *FromDate:  [01/01/2008 Search

I clear Updated Withholding ) *To Date: 123142008

Withhold Entity: [|IRS @, Jurisdiction: Q Set All Lines to No Withd
Withhold Type: Q Class: Q Set Al Lines to wihd

*Start Date: 01/01/2008 [ *End Date: 1203172000 [H

Details
hholcl Details | Hew Withhold
H";i&Vuucher Line New Withhold New Class Hew Type MNew Jur Status

111000 00006895 1Y o7 1098 FED Updated
211000 00006396 1
311000 00006897 1
411000 00006897 2N Updated
511000 00006898 g a7 1083 FED Updated
611000 00006392 Y a7 1099 FED Undated
711000  0000E399 1

& save | JS\Returnto Search | t[E] Previous in List | +[5] Mestin List | [=] Motity |

Wstant| | @ || @ undate vouchertine ...

| @

c @

Step Action

13. You can see on this screen where lines 1, 4, 5, and 6 were previously updated. Line
4 had withholding removed, whereas the other three had withholding added or a

class changed. To remove ALL changes already made, click the Clear Updated
Withholding option on top.

14. Click the Save button.
El Save
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Update Youcherl dows Internet Enplorer

e ] beeps: connectnd.

| Fle Edt View

Favorites  Taols

Ft{EMPLOYEE [ERP/c /MANAGE_WITHHOLDINGS. WTHD_LINE_LPDT.GBL7PORTALPARAM_PTCHAV=EP_WTHD_LINE_UPDT_5BI | S| X | 87 ve search
Help

{& Update voucherLine Withholding

7 Favorites

x*NDFT+

E

Home:

Withhold Update must process all transactions for the entire Tax Reparting Year (7400,122)

New window | Help | 5

Please verify that the Tax Reporting Start date and End date are eorrect (for USA, you must enter the enfire ealendar year, D1J01VYYY to 1 2031YvY)
Failing to specify the carrect dates will cause data errors

Press Ok to SAVE

Press Cancel o go back 1o the previous page and verificorrect those dates,
0K Cancel

& start. J @&

(& update Youche)

Step Action
15.

Click the OK button on this warning message.
]9
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{Z Update YoucherLine Withholding - Windows Internet Explorer

6«‘\»—;‘- |g, https:waw.(Dnnettnd‘u5ipspindfliEMPLOVEEiERPi(/‘MANAGEiwlTHHOLD]NGS‘WTHDiLINEiLIPDT.GBL7PORTALPARAMj—'TCNAV=EP7WTHD7L]NE7L1PDTiGEIj 8| 42| x| 8 e search

£

| File Edt View Favortes Tooks Help

7 Favarites

(& Update WoucherLine Withholding

+*NDF T+

Er

New Windaw | Help |

=)

Withholding Line Update
Enter any infarmation you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value
Vendor SetiD:  [= > [BHARE Q
endor ID: [begins with =] [oooot0e213 Q
vendor Location: [begins with x| [uain Q

Vendor Hame 1: [begins wnhj|

I” case Sensitive

Search | Clear |Elas|u Search 5 Save Search Criteria

Search Results

1302
fendor SetlD Vendor ID  Vendor Location Vendor Name 1 Withholding Applicable
SHARE 0000061544 MAIN 1083 PRO IMNC N
SHARE 0000108213 1099-G 1099 REPORTABLE TESTWENDORY
SHARE 0000109213 MAIM 1099 REPORTABLE TEST YENDORY

distart| | @ |['& Undate vouchertine .. |o|2 |[G@

Step Action

16. You need to click the Return to Search button to reset the page.
L Return to Search

17. Once you are back at the screen above, go back into the same vendor location to

see how the previous updates were removed.
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date YoucherLine Withholding - Windows Internet Explorer

G;j w [ nttps oy, commectnd, usipsp ndFt/EVPLOYEE /ERPCMANAGE _WITHHOLDINGS. WTHD_LINE_UPDT GBLTFalderPath=PORTAL_Ro0T_0BIECT.EPCO_venDor 2| & || ||| [ Lie searcn L~

| Fle Edt Wiew Favorites Tools Help

<¢ Favortes (@ update VoucherLine Withholding

«NDFT#

Home

(E]3

Mew Vindow | Help | Customize Page | 5

Withholding Invoice Line Update  aciion: =l _Fun |

Vendor SetlD:  SHARE Wendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: MAIN Withholding: ¥

*Business Unit: |11000 @, *From Date: 01/01/2008 Search

I Clear Updated Withholding  *To Date: 12/21/2008

Withhold Entity: [IRS @, Jurisdiction: Q Set All Lines to Mo Withd
Withhold Type: Q Class: Q Set All Lines to wWihd

“Start Date: 01/01/2000  [5] *End Date: 1273172000 5

Current Withhold Details | hlew Withhokl Details

Current New o i Business & . Payment
Withhold Withhold Entity Type risdiction Class Unit ‘Voucher Line Invoice Date Amount
l__I_ ,_ l— ,— January
1 =3 IRS Q@ 1099 @ [FEI Q|07 Q11000 00006895 1 Viork 06/22¢2009 500.000
= February
2 = IRS @, [1088 & |FED 07 Q@ 11000 00006896 1 travel 06/22i2009 425000
3 F ~| ks @ [1oss @ [FED @ \o7 @ 11000 00006897 1 Marchwork 062202009 500,000
EI - Q Q Q Q11000 0000G8ST 2 Marchwork 062202009 333.000
5 ~|lrs @ [10ss @ [FED @ 11000 0DDDR8SE 1 April Travel 062202008 500,000
[ ~|[re @ [0 [FED @ 00006398 2 April Travel 0B/22/2009  333.000
A ~|rs @ fioesa [FED @ [14 @ 1 00005899 1 Maywork  0B22/2009 700,000

B save | ELReturn to Search | +[E] Previous in List | +[E] Mext in List | [=] Matity |

Histart| | @ |[@ Undate vouchert e

N\

Step Action \

18. Enter all the same information in the top section as before.

19. Click the Search button.
Search

20. Click the View All link.

21. Then click the New Withhold Details tab.
Rlesw withhald Details]|
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{2 Update YoucherLine Withholding - Windows Internet Explorer

G;j )@ [£] Hetps: jvumconnectnd.usipspinclit [EFPLOYEE/ERPYc/MANAGE _WITHHOLDINGS, WTHE_LINE_LUPDT. GBL?PORTALPARAM_PTChAv=EP_THD_LINE_UPDT_661 7| &8 |[#9] (3| [ Live Search £~

| File Edit View Favortes Took Help

. Favarites @ Update voucherline Withholding

«*NDFT**

(=

New indow | Help | Custarnize Page | 5,

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Wendor Name: 1089 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: WAIN Withholding: ¥

‘BusinessUnit: [11000  Q  ‘FromDate:  [01/01/2008 [%) Search

I Clear Updated Withholding ~ *To Date: 1203172009 [5)

Withhold Entity: [IRS Q,  Jurisdiction: Q SetAl Lines to No Wihd
Withhold Type: @ Class: Q SetAll Lines to withd

*Start Date: 01/01/2008  [] *End Date: 123172000 5

Current Witk Detals ) Hew Withhold Details

Business

Unit
111000 00006885
211000 0000GE9E
311000 00006897
411000 00006887
511000 0000GR98
611000 00006898
711000 0000GE99

‘Voucher Line New Withhold New Class New Type New Jur Status

- M- -

& save | E\Return o Search | +[E] Previous in List | 4[5 Next in List | [=] metity |

distart| | & || € update vouchertine ... | o | Y]

Step Action

22. This page has been restored to the original information taken from the vouchers -
there are no more changes "pending." Make the necessary corrections now as
shown in the other instruction topics.

23. This ends the instructions on how to clear the 1099 corrections already made on a
vendor and restore the reporting to the original withholding on the voucher lines.
End of 3.2.6.
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Lesson 3.3 -Vendor Balances by Class Inquiry

Using the Vendor Balances by Class Inquiry

Navigation: Vendors > 1099/Global Withholding > Maintain > Update VoucherLine
Withholding

Security Access Required: NDC_1099_MAINTENANCE role

The following script shows users with 1099 access to view the total payment amounts that a
business unit has reported or will report on a 1099-MISC form for a particular vendor. If an

agency pays a vendor under two different withholding classes, the totals will be split out by

class.

This query screen is more accurate than running the NDS_1099_ACTIVITY query, because that
qguery looks at the activity on the vouchers, whereas this delivered inquiry looks at the
information on the 1099 tables. Therefore, any recent corrections made to a vendor's reporting
will show up more accurately here.
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Running the Vendor Balance by Class Inquiry

Procedure

Training Guide
Module 3 — 1099 Vendor Reporting

PeopleSoft delivers a good tool to inquire on the total dollar amount that agencies are reporting

on a particular vendor and the class that the income will be reported under.

If an agency makes corrections to a vendor and wants to make sure the changes were done
right, there are nightly processes that post these changes to the 1099 tables. Use this inquiry

the following day to see how the reporting looks after your corrections were made.

{2 Base Navigation Page - Windows Internet Explorer

g: ) @[] Petps: i, connectnd .ustpsp/ndfL/EMPLOYEE/ERP < {WEBLLE_PTPP_SC,HOMEPAGE FieldFormula, 5cript_AppHP?ot_fname=EPCO_VENDORSEFaderPath=ro =] ) || %2 || 3 | [&¥ Live Search

| Fle Edt view Favortes Tools Help

. Favorites (& Base Navigation Page

~*NDFT+

Search:

& ﬁ Review
[ My Favaritas
I Supplier Contracts

Wouchers by Vendor ‘Wendor Balance by Class

Review vendor wihholding transactions by voucher Review vendor withholding transactions by class

/Glabal Withholding

0 Purchasing

[ eProcurement

[ Services Procurement

[ Accounts Payable

I Asset Management

- Commitment Cantrol

I General Ledger

D Set Up Financials/Supply
Chain

[ Worklist

[ Tree Manager

I Repotting Tools

I PeopleTools

[ MD Utilities & Interfaces

- NDS Repons

- Tax Center

- Back to Portal

— Change by Password

- My Persanalizations

|- My Systern Profile

distart| | @& || @ Base Navigation Page...

Step Action

1. Click the Vendors > Review > Vendor Balance by Class link.

Eendur Balance by Class
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/= vendor Balance by Class - Windows Internet Explorer

M
) ) 2 — EIERE 7] o
&) % 2] htepssifum connectndus/ppindft EMPLOEE/ERP o] MANAGE_WITHHOLDINGS, WTHD_BAL_VNOR.GELZFORTALPARAM_FTCHAY=EP_WTHD_BAL_WHDR_GEL( E 2 || X | |&F Live Search
| Fle Edt Yew Favortes Tooks Help

<7 Favorites

(& Vendor Balance by Class

+xNDF T

=

Vendor Balances by class
Enter any information you hawe and click Search. Leave fields blank for a list of all values.

Find an Existing Value
SetiD: = [ share

Vendor ID: [begins W\thj|
Vendor Location: [begins with j|

Short Vendor Name: |begm5 W\th;”midcnl
Our Customer Number: [begins with =] [
Name 1: [begins with j|

I” case Sensitive

Search Clear | pasic Search [ Save Search Criteria

Lo HL L L L

#istart| | @ || & vendor Balance by cl...

e Window | Help |

=)

lelz [«
Step Action
2. Users must always use the SetID of SHARE whenever working with 1099
information.
3. Vendors can be searched on their name, vendor number, or their short name. In

this example, we entered "midco" in the Short Vendor Name field.

4, Click the Look up Short Vendor Name (Alt+5) button.

=
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{Z¥endor Balance by Class - Windows Internet Explorer

[_[=]x]
5-:: /- |g, https: ffwis. connectnd.us/psp/ndft JEMPLOYEEERPic/MANAGE_WITHHOLDINGS. WTHD_BAL_WMDR.GEL?PORTALPARAM_PTCNAY=EP_WTHD_EAL VHDR_GEL! j 8 [|42|[x |:f Live Search R
| File Edt View Favortes Tools Help

¢ Favorites (@ vendor Balance by Class

«NDFT*

ER

Iews Window: | Help |

=)

Look Up Short Vendor Name

SetiD: SHARE
Short Vendor Name: [begins with =] [mioCo
Name 1: [begins with =] [
vendor ID: [begins with =] |

LookUp | clear | cancel |gasic Lookup

Search Results

MIDCO DATA-O0  MIDCO DATA BISMARCK NG 0000024714
MIDCO ENTE-001 MIDCO ENTERPRISES INC 0000037126
MIDCONTINE-001  MIDCONTINENT BUSINESS SOLUTIONS Q000001375
MIDCOMNTINE-002 MIDCONTINENT COMMUMNICATIONS ADVERTISING 000000286
MIDCONTINE-003  MIDCONTINENT COMMUNICATIONS 0000002315
MIDCONTINE-004 MIDCONTINENT PUBLIC | IBRARY 0000073856
MIDCONTINE-005 MIDCONTINENT BUSINESS SOLUTIONS 0000081925
el T lol? [«
Step Action
5. A list of vendors with a Short Name beginning with “Midco” will appear.
For our purposes, we want to see all the reporting so far on Midcontinent Business
Solutions.
6. Click the Search button when you come back to the first screen.
Search
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Vendor Balance by Class - Windows Internet Explorer

G‘_: )@ [E] https:frmn. connectnd. us/psp/nclt[EMPLOYEEJER Pjc MANAGE_WITHHOLDINGS WTHD_BAL_UNDR. GBLIPORTALPARAM_PTCNAY=ER_wiHD_saL_ynor_ceL(7]| b |[#9|| | [8 Live Search R~
| File Edit View Favortes Tools Help
¢ Favortes @ vendor Balance by Class
~NDFT+
=1
New indow | Help | )
Vendor Balances by class
Enter ary information vou have and click Search, Leave fields blank for a list of all values,
{ Find an Existing Value |
SetiD: = SHARE Q
Vendor ID: [begins with ][ Q
Vendor Location: [begins wnhj| a
Short Vendor Name:  [begins with =] [MIDCONTINE 005 Q
Our Customer Number: [begins with 7] | Q
Name 1: [begins wit =] [ Q
I™ Case Sensitive
Search | Clear | Basic Search [E) Save Search Criteria
Search Results
14 014
S ustomer Humber
SHARE D00D0E1925 1098REPORT  MIDCONTINE-005 MIDCONTINEMT BUSINESS SOLUTIONS
SHARE 0000081825 ZREMIT MIDCOMTINE-005 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081925 hAIN MIDCOMTINE-005 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081925 REMIT1 MIDCONTINE-005 MIDCONTINEMT BUSINESS SOLUTIONS
Astart] | & |[& vendor Balance by c1.- | e | s [«
Step Action
7. If your vendor has more than one location, click the link that you used in your
vouchers and/or corrections.
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{2 Vendor Balance by Class - Windows Internet Explorer

HEE
6: [ httws:i /v, connectid usfosinditEMPLOYEEERP/c/MANAGE_WITHHOLDINGS WIHD_BAL_WNDR.GELTPORTALPARAM PTCHAY=EP_wTHD_BAL_whiDr_coLi ]| i |[##|[ ) [ Live search £
| Fie Edt Wew Favorkes Tools Help
o Favorites @ vendor Balance by Class

++NDFT#*

=0

Mew Wiindaw | Help | Customize Page |
Vendor Balance

1=

SetiD: SHARE Mfendor: 0000081925 MIDCONTINENT BUSINESS SOLUTIONS — Location: 1089REPORT

StartDate: [01/01/2008 5]  EndDate:  [123108] [ Search

Business Units

First [4] 1 of 1 ¥ Last

Business Unit:

fithholding Balances

Find 2| First [4 1 of 1 [ Last
Entity Type Jurisdiction Class Descristion amt ity At Paid Amount Currency

0.000 0.000 0.000

2 Save || E\Retunto Search | <) Previous inList | 4] et in List | =] watty |

distart| | @ |[ @ vendor Balance by .. Je|? [«

Step Action
8.

Always use the entire calendar year that you are concerned about. For this topic

we are working with the 2008 calendar year. Enter "010108" in the Start
Date field.

Enter "123108" in the End Date field.

10. Click the Search button.
Search
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{Zvendor Balance by Class - wWindows Internet Explorer

- [5]x
6;- |g https:/fwmny . connectnd  uspsp/ndft {EMPLOVEE (ERPYc/MANAGE_WITHHOLDINGS.WTHD _BAL_VHDR.GEL?PORTALPARAM_PTCHAY=EP_WTHD_BAL_WMDR_GBLY j Q *2 /% |H;' Live Search L
| Fle Edt View Favorites Took  Help

iy Favorites (@ vendor Balance by Class

x+*NDFT+

(=013

Vendor Balance
SetlD: SHARE Vendor: 0000081925 MIDCONTINENT BUSINESS SOLUTIONS  Location: 1038REPORT

StartDate:  [01/01i2008 [3] End Date: 12/31i2008 [5

Business Units

Business Unit:

11000 COffice of Management & Budget

fithholding Balances

Entity Type Jurisdiction Class Description Basis Amt Liability Amt  Paid Amount Currency
IRS 1099 FED o7 Mon-Emploves Compensation £00.000 0.000 0.000 UsD

2 Save | Retun to Search | |+ Previous in List | 48] mextinList | | = matity |

Histart| | @ || & vendor Batance by ..

=l

Hew Window | Help | Customize Page | &

[«

Step Action

11. Notice that there are six pages of business units reporting on this location. You will

be able to see other agencies’ total payments to this vendor location, but no
confidential information. Click the View All link to see all business units or scroll
with the arrow key to find yours.

12. If you see that the total on this page for your business unit matches the total you

think is correct, you can feel confident that the correct amount will print on the
vendor's 1099-MISC form. Click the Return to Search button when done.
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Save Warning

ou have unsaved data on this page. Click OK to go back and save, ar Cancel
to continue.

oK | cancel |

Step

Action

13.

Just click the Cancel button when you get this warning message. Don't bother
clicking "OK" as this screen will not save the information anyway.

Cancel
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{ZVendor Balance by Class - Windows Internet Esplorer

|_[=]x]
@\t‘/ ) =[] https:frm. connectnd. us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_BAL_UNDR. GBLIPORTALPARAM_PTCA=ER_wiH_gaL_ynor_coL([=]| £ |[#9|[ | [8 Live search L~
| File Edit View Favartes Tools Help

7 Favorites

=3

Short Vendor Name:

Name 1:

I™ Case Sensitive

Search Results

(& vendor Balance by Class

~NDFT#

Vender Balances by class
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
SetiD: =z [BHARE
wendor ID: [begins with ] [ooonos1 925
Vendor Location:

Our Customer Number: [begins with =] |

Search Clear | pasic Search [E Save Search Griteria

New wWindow | Heln |/,

[begins with =] [1099REPORT
[begins W\thj|

L L LLLL

[begins wit =] [

14 of 4

SHARE 0000084825 1095REPORT  MIDCONTINE-005 7148 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081925 2REMIT MIDCONTINE-DDS 7148 MIDCOMNTINENT BUSINESS SOLUTIONS
SHARE 00000813246 MAIN MIDCOMTINE-O0G 7148 MIDCOMTINEMNT BUSINESS SOLUTIONS
SHARE 0000081925 REMITT MIDCONTINE-005 7148 MIDCONTINENT BUSIMESS SOLUTIONS

Bsien| | 8 |[@vemim paameety O Jo|z [«
Step Action

14.

That is all there is to using Vendor Balance by Class. If you wish you can inquire on
another vendor from this screen.

This inquiry is more accurate than any query, because these screens look directly at
the 1099 tables. Do not forget to click 'View All' to see the reporting from all
business units. One thing to remember is that your corrections made on the
Update Withholding VoucherLine page will not appear on this screen until the next
day; a nightly process needs to run to make those changes.

The next section shows a function whose changes will show up immediately under
Vendor Balance By Class — withholding adjustments.

End of Lesson.
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Lesson 3.4 - Withholding Adjustments

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust Withholding

Role Required: NDC_1099_MAINTENANCE

A new screen has been made available to users with the 1099 Maintenance role called
Withholding Adjustment or Adjust Withholding - depending upon which screen you are looking
at. Access to this screen will allow agency users to do the following:

e Split vouchers between reportable and nonreportable amounts that were combined on
one invoice line;

e Enter reportable payments made to employees on the HOME location in error; and

e Enter payments made on a system other than PeopleSoft, where the transactions still
need to be reported.

Previously only Vendor Registry had access to this screen, but the number of adjustments has
been growing steadily each year. It is not a difficult process, but as with any 1099 corrections,
caution must be used when entering this information.

Contact Vendor Registry at (701) 328-2773 if you have any problems entering withholding
adjustments.
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3.4.1 - Split Reporting on Invoice Lines

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust Withholding
Role Required: NDC_1099 MAINTENANCE
Agencies often find that they make payments that include both reportable and nonreportable

items, such as a bill for parts and labor. The easiest way to split the total amount is to do so in
voucher (see Correcting Withholding Information Within Voucher).

In the past, agencies had to have Vendor Registry split this reporting for them if it got missed in
the voucher. A new screen is now available for agencies to split their vouchers between
reportable and nonreportable amounts themselves called Withholding Adjustment or Adjust
Withholding, depending upon which screen you are looking at.

If you have several vouchers that need splitting, you might want to prepare your work ahead of
time by entering the information into the spreadsheet called "Template for Withholding
Adjustments" found at http://www.nd.gov/vr/1099/1099-info-index.html.

Procedure

An example of a common vendor requiring vouchers to be split would be payments to Presort
Plus, where part of the payment is reportable for the service they provide, but the bulk of the
amount is for postage and, therefore, nonreportable. This topic will use Presort Plus as an
example of how to split reporting on vouchers.
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ﬂ?BasE MNavigation Page - Windows Internet Explorer

@T—.j = [ @] Httms: 1w, connectnd.usfosn/ndft/EMPLOYEE [ERPiS{WEBLLE_PTPP_SC.HOMEPAGE. FiclFormula scrint (]| & [[$# )] x| [ ve search |2+

| File Edt Wiew Favorites Tools  Help

J 7 Favarites J 7% €| ConnecthD Operational Env... @5 Suggested Stes ~ @ | Weh Slice Gallery ~

@ Base Mavigation Page

x*NDF T+

Home = A o Favorites Sign out

=

hain henu =

ﬁ Vendors

Add, mairtsin, or spprove vendors; manage 1099, global withholding, o CA EDD.

ﬁ Maintain ﬁ Review ﬁ General Reports
GenerslWithholding Reports
= Adiust Withhalding =l Wouchers by Yendor =l withd Youcherfendor Mismatch
= Update YoucherLine Withholding =l endor Balance by Class

i start J e J /& Base Navigation Page... J (73 ’?

Step Action

1. To access the Adjust Withholding screen, begin by clicking the Vendors link.

2. Click the Adjust Withholding link under Maintain.
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@: ) ® [ https: jvm.connectnd usfpspindFt EMPLOVEE JERP/c/MANAGE_WITHHOLDINGS. WTHD_ADUsTMENT o 21| & ||## || ¢ | [& Live search

Fols
j File Edit View Favorites Tools Help

J < Favorites J 9% | ConnecthD Operational Env... = Suggested Sites * & | Web Slice Gallery +
& adiust Withholding

s+NDFT#+

Home
=»

Sign out

M Window | Help | [l

htp

Withholding Adjustment

Entet any information you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value '
vendor set:  [= 7] [erere Q
Vendor ID: |begmswnhj|000009?05?|

Vendor Location: | hegins with = | |

Search | Clear |Basm Search S Save Search Criteria

#start] | @& || & adjust withholding - ...

[

Step Action
3.

Make sure that the SetID on the first line says "SHARE." Next, enter the vendor
number that needs reporting split into the Vendor ID field.

4, Click the Search button.
Search
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= adjust Withholding - Windows Internet Explorer

@?}V |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 *2 || X | |3 Live search P~

J File Edit View Favorites Tools  Help

J jﬁ‘f Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

& Adjust Withholding

x*NDFT#*

Home i A avorites Sign out

= e
e Window | Helg | B

Withhelding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Vendor Setin:  [= 7| SHARE Q
Vendor ID: |hegms W|thj|DDDDDQFDS?
wendor Location: | begins with =] [
Bar Clear | Basic Search [E) Save Search Criteria

Search Results
1202
‘endor SetiDVendor ID  Yendor Location Hame 1
SHARE 0000097057 DHSCOMTO01 PRESORTPLUSLLC
SHARE 0000097057 MAIN FRESORTPLUS LLC

#start| | @ || @ adjust withhalding - .. | u.F

Step Action

5. If the vendor has more than one reportable location, select the one you used in
your vouchers. The Location names are listed in the 1099 Mismatch and 1099
Activity queries.
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(f'ndiust Withholding - Windows Internet Explorer

@:v [ hctps: v, conmectnd.usjpsp/ndftEMPLOYEE /ER P/ JMANAGE _WITHHOLDINGS wTHD_apoUsTrENT.GE x| &b ||#9 || 5 | [£5 Live Search R

J File Edit Wew Favorites Tools  Help

J {\“( Favorites J *1‘."5 # | ConnectMD Operational Env... @ Suggested Sites * & | Web Slice Gallzry =

1€ adijust withholding

x«NDFT**

&

New Window | Help | Custorize Page |

nttp

Withhold Adjustments

Vfendor: SHARE 0000097057  MAIN PRESORTPLUS LLC

Business Unit: || Q
Entity: | @, Jurisdiction: @, Start Date: [
Type: I Q, Class: O End Date: I—EU Search |

Adjustments e | Find | First [ 1 of 1 [ Last
Main Information Y Transaction Info i Payment Intormgkion i Adiustment Reason

lﬁ?{’fiﬁ ‘Entity  *Type *Juristiction *Class *Rule

Legaty Farar—dr—a Mar—a s

Bl Save | LLReturn to Ssarch | +E] Previous in List | A Mest in List | [=T] matify | s Refresh |

Hjstart' J é J

(& ndjust Withholding [ ...

/

Step Action /
6. If this is the first time you have used the Withhold Adjustments page, click
the Customize link before going any further.
Custommize

If you have already customized this screen, move on to page 111 for withholding
adjustments.
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djust Withholding - Windows Internet Explorer

@: )@ |&] https: fumn.connectnd.us{pspincFt/EMPLENEEERP{c/MANAGE_WITHHOLDINGS. wWTHD_A0IUSTMENT,GE 7] | G || || % | |&% Live Search L=

JF\Ie Edit View Favorites Tools  Help

J 77 Favarites J 9% & ConnectND Operational Ernw... @ Suggested Sites = & | Weh Slice Gallery ~

(& Adjust withholding

s*NDFT**

Horme

| [Eike

Column Qrder Sortorder |

Tab Main Information H| =]
(zalumn 3) = = %]
“Business Unit
“Entity

“Type I Hidden I~ Descending
“Jurisdiction I Frozen
“Class

“Rule

Tab Transaction Info

Basis Amt

Liahility Amt

Paid Armount

Payment Date

Declaration Date

Tab Payment Inforrnation

Bank SetiD

Bank Code

Bank Account

Method

Payrment Reference

Currency

Posted Date

Tab Adjustment Reason

Creation Date

User ID

Description

0K | Cancel | Preview |Cgm Seftings

R

distart| | @& |[ & adjust withhiiding - .. | o

\

Step Action \

7. Vendor Registry has a setting for agencies to use. Click the Copy Settings link.
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6;'Adjust Withholding - Windows Internet Explorer

@: )@ |&] https: fumn.connectnd.us{pspincFt/EMPLENEEERP{c/MANAGE_WITHHOLDINGS. wWTHD_A0IUSTMENT,GE =] | G || #|| % | |& Live Search

JF\Ie Edit View Favorites Tools  Help

J 77 Favarites J 95 & ConnectND Operational Ernw... @ Suggested Sites = & | Weh Slice Gallery +

(& Adjust withholding

s*NDFT#*

Horme

| [Eike

Copy Settings

Settings to Copy: [state] Q

Ok Cancel |

Histant| | & “@Adiust withholding - ...

Aod 1o Favarites

New Window | Help |

htEn

Step Action

8. Click the Look up Settings to Copy (Alt+5) button.
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® rdjust Withholding - Windows Internet Explorer
G‘\::- ] https: s connectnd. usfpsp{ndfH{EMPLOYEEJERPc /MANAGE_WITHHOLDINGS. WTHD_ADIUSTMENT.GE[2]| &) || $# [ 5 | [&F Live Search £~

JFiIe Edit View Fawaorites Tools  Help

J . Favorites J S & | ConnecthD Operational Env... € Suggested Sites * & Web Slice Gallery +

(& ndiust Withholding

xxNDF T+

Home

=

ha

Mew window | Help

Look Up Settings to Copy

Setting Name:l begins with j |STATE

_Main Conkent
LUUkUpI Clear | Cancelﬁkup

Search Results

1of1

Setting Name
STATE AGEMCY 1093 MAIMTEMNANCE

wstartl J @ J /& adjust Withholding - ... J o F

Step Action

9. Click the STATE AGENCY 1099 MAINTENANCE link.
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@Eev | £] hetps:fuu.connectnd.usfpspindft/EMPLOYEE [ERPJC/MANAGE_WITHHOLDINGS. W THD_ADIUSTMENT GE (|| & \E\lzl |2 Live search (2]

j File  Edit Wiew Favorites Tools Help

- Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favvorit o ] € d b Slice: Gall

@ Adjust Withhalding

s« NDF T

=

Copy Settings

Settings to Copy: |BTATE AGENCY 1089 MAINTEMNANCE Q|

(6]4 | Cancel |

#istart| | @ |[ @ ndjust withholding .. | u.|:

Step Action
10. Click the OK button.
(]34
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Adjust Withholding - Windows Internet Explorer

@: } =[] https: v, connectnd usfpspindft EMPLOVEEJERPcMANAGE_WITHHOLDINGS. WTHD_AD0sTMENT o 2] & || €2 || ¢ | [& Live Search P~

| Fle Edit View Favortes Tooks Help

J 3,3 Favatites J {.:‘3 € | ConnectND Operational Env... @ Suggested Sites = & | Web Slice Gallery =

1€ adjust withholding

s*NDFT++

Home

BN

Column Order
Tab Main Information = =
{column 3) = = ]
*Business Unit
*Entity
*Type ™ Hidden I~ Descending
“lurisdiction
*Class
*Rule
Tah Transaction Info
Basis Amt
Liability Amt (hidden)
Paid Arnount (hidden)
FPayment Date
Declaration Date
Tab Payment Information (hidden)
Bank SetlD (hidden)
Bank Code (hidden)
Bank Account (hidden)
Method (hidden)
Payrment Reference (hidden)
Currency (hidden)
Posted Date (hidden)
Tab Adjustrment Reason
Creation Date [hidden)
User ID thidden)
Description

I” Frozen

Ok | Cancel | Preview |Cog_\[Sening5 Share Settings Delete Settings

I

istart] | & || @ adiust withholding - ... | @

Step Action
11. Click the OK button on this page as well.
]2
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@?}v [ ] https: ffvaw connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apaUsTMENT.GE = || & || 49| x| [ Live Search R~

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding
~*NDF T
Home
=
Mew Window | Help | Customize Page |
Withhold Adjustments

Vendor: SHARE 0000097057  MAIN PRESORT FLUS LLC

Business Unit; I\ Q
Entity: | Q, Juristiction: | @, Start Date: | [
Type: I @ Class: I O End Date: I— Search

Adjustments
Main Information | Trangaction Infa

Wﬁ Entity  *Type *Jurisdiction, *Class Rule

Legacy l__Q I_Q I—Q I_Q | Q I—Q El

i Adustment Reazon

B Save | SLRsturn to Search | +[E Previous in List | 4[5 Mext in List | [=T hlodify | 4 Refresh |

Aistan| | @ |[7& dyust withholding - . | @ F

Step Action

12. You should only have to customize this screen once.

Now click the Show all columns button to expand these fields.

13. NOTE: You may have to click the "expand" button each time you use this screen,
but your customized settings should remain.
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_ T X
Ay N i +. E= (i -
@:_: - |g, https.waw.cnnnectnd.us;’psp,l’ndft;’EMPLOYEE;’ERP,ic,l’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj g || X | |&F Live Search R

J Fle Edit Wiew Favorites Tools Help

J {\? Favorites J {.:‘5 £ | ConnectMD Operational Env. .. @ Suagested Sites = @ | Web Slice Gallery =

’_,é Adjust Withhaolding

x*NDFT#*

Home \hiorklist Add to Favorites Sign out

| Ellg

MewWindow | Help | Customize Page | 51

EER

Withhold Adjustments

Vendor: SHARE 0000097057 IiA\N PRESORT PLUS LLC

Business Unit: 10800 Q
Entity: Q. Jurisdiction: | Q. StartDate: [01012010 [5)
Type: @, Class: | S EndDate:_[12312010] ) ﬂl @

Bdjustments
Iﬁ:.'rf'ﬁﬂzm'y “Type “Jurisdiction *Class  *Rule Basis Amt Payment Date g‘;‘;"‘aﬂ Description

Legacy a a] Q a | a | a 0000 [osiz0i2010 [ [oess0iz0t0 [ |

& save | ELReturn to Search | +[E] Previous in List | +[E] Mext in List | [=] Motify | s Refresh |

4
& seart J & J I & Adjust Withholding - ... J L'

Sl

Step Action

14. Now it’s time to enter your adjustment.

Make sure your business unit fills in here.

15. Enter the entire calendar year in the date fields on this page for the reporting year
you are trying to fix. To enter for the year 2010, enter "01012010" into the Start
Date field.
16. Enter "12312010" into the End Date field.
17. Click the Search button.
Search
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(zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaww connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apausTMENT.GE = || & ||##)[ % | [ Live Search R~

| File Edit ‘View Favorites Tools  Help

J i} Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

Home

=
Mew Window | Help | Custornize Page | B

art Date: [01/01/2010 [
d Date:  [12i31/2010 3

Declaration

Class *Rule Basis Amt Payment Date Date Description

7 RULED 1694.54 01052010 01/05:2010 I =

7 RULED 3146.45 0140712010 010752010 I =

T RULED 2184.44 011 22010 01252010 I =

[=] matity | 7L Refresh

<] | B

Aistan| | @ |[& diust withholding - . | @ F

Step Action

18. Scroll to the right side of the screen, if necessary, so you can see how many
transactions there are.

19. You can see that there are 18 total transactions, but we currently only view
three. Click the View All link.
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Adjust Withholding - Windows Internet Explorer

@T:—j =[] htps: . connectnd usfpspindftEMPLOYEE R c/MANAGE_WITHHOLDINGS wTHD_eDsTMENT GE ]| B ||+ [ 20| [ Live scarch £

| File Edt View Favorites Tools  Help

J <7 Favorites J 54 € ConnectMD Operational Env, ., 5 Suggested Sites = £ | Web Slice Gallery ~

(& Adjust Withholding
++NDFT#
Hiome:
»
e Window | Help | Customize Page | 5, =]
Withhold Adjustments

Vendor: SHARE 0000087057 WAIN FRESORTPFLUSLLC

Business Unit: [10800 aQ
Entity: @, Jurisdiction: ,  StartDate: [01/01/2010
Type: Q Class: % Endpate: [Tz32010 [5) |_ssarch_|

justments

Declaration

Date Description

10800 IRS 1099 FED a7 RULED 1694.54 01052010 01/0%/2010 e

% ‘Emity ‘Type  Jurisdiction ‘Class ‘Rule  Basis Amt Payment Date

Original

Original 10800 RS 1098 FED 07 RULED 3146 45 0100772010 ovorzote [
Original 10800 RS 1099 FED fird RULED 219444 0171272010 oz [
Original 10800 RS 1099 FED 07 RULED 4371 86 0171 472010 oot [
original 10800 RS 1099 FED fird RULED 330,61 01/29/2010 ooz [
Original 10800 RS 1099 FED itd RULED 208561 021052010 owos00 [

Original

10800 RS 1099 FED o7 RULED 264132 02/16/2010 om0t [
10800 RS 1089 FED o7 RULED 2208.92 03/09/2010 owoezo0 [
a | BN
Bisart| | & [ Adrest wathokdiog | [«

Original

Step Action

20. FYl: Any transaction line that says "Original" came from a voucher and cannot be
changed on this screen. (Continue to use the Update VoucherLine Withholding
screen for regular corrections.)
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(zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaw connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apausTMENT.GE = || & ||##)[ x| [ Live Search R~

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

Home

=
Mews Window | Help | Custornize Page | B =

PRESORTFLUS LLC

I Q  Start Date: [0101/3010 [5
I A EndDate: [r2mtia010 [ Search_|

FED a7 RULED 1694.54 01/05/2010 01/05:2010 I

FED a7 RULED 3146.45 01/0752010 01072010 I

FED a7 RLULED 218444 M1 202010 022010 I

FED a7 RULED 4371.86 011452010 0452010 I

FED a7 RLULED 330061 01/28/2010 01/2812010 I

FED a7 RULED 2065.61 02/05/2010 02/052010 I

FED a7 RLULED 2641.32 021162010 021162010 I

FED o7 RULED 2208.92 03/092010 03/092010 I
Kl |
Bistart| | @& ”m

Step Action

21. Back to the right of the screen, click the Add a new row at row 1 (Alt+7) button for

each Original line that needs to be split.
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6;'Adjust Withholding - Windows Internet Explorer

6\—’: L |g, https:,l’,l’www.connectnd.us,ipsp,indft,l’EMPLOVEE,iERPICIMANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT‘GEj % (| X R"_' Live Search P

JF\Ie Edit View Favorites Toals Help

J {\? Favorites J {5 &  ConnectMD Operational Env... @ Suggested Sites * & | Web Slice Gallery

_ré Adjust withholding
**NDFT#* T
i Mew wiindow | Help | Customize Page | 5] N
djustments

0000087087 MAIN PRESORTPLUS LLC

00 Q
(&} Jurisdi[:liun:l Q. Start Date: |01/01/2010 [5)
Q, Class: | . Endpate: [1zrrz000 5 _seann_|

10800 RS 1089 FED 07 RULED 169454 010052010 vimszotn | |
rosoo @, [rs @ fioss @ fed @ | [Tlal a] 0.000 [06i302010 [0 [oEraorz010 5 |
10800 RS 1093 FED 07 RULED 314645 0100712010 vinrzoin |
10800 RS 1099 FED 07 RULED 219444 011202010 vinazotn |
10000 RS 1099 FED 07 RULED 4371.86 011412010 vinazon |
10800 RS 1099 FED 07 RULED 330,51 0112812010 viezoio |
10800 RS 1093 FED 07 RULED 2065 61 0200502010 020502010 |
10800 RS 1093 FED 07 RULED 2641.32 021812010 oanezoin | o

< D
distart| | @& |[ /& adiust withholding - .. | @«

Step Action
22. Every field of each line you add must be completed. Enter your business unit into
the Business Unit field.
23. We are mimicking the row above for the most part. Always enter "irs" into
the Entity field.
24, Always enter "1099" into the Type field.
25. Always enter "fed" into the Jurisdiction field.
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(f'ndiust Withholding - Windows Internet Explorer

@: » [E] https: /. connectnd usjpsp/ndFL/EMPLOVEE JERPJCMANAGE _/ITHHOLDINGS. wTHD_apIUSTENT.GE =] &b ||##]| X | [& Live search R

J File Edit Wew Favorites Tools  Help

J .7 Favarites J 95 # ConnecthD Operational Errv... € Suggested Sites = & Web Slice Gallery -

{& adjust Withholding
~*NDFT+*
ome
=
New Window | Help | Customize Page | 5! l=
Hjustments

0oooosyosT AL PRESORT PLUS LLC

g0 Q

Q) Jurisdiction: Q) Start Date: IEI1JE|1I2EI1EI 5]
Q Class: Q Endpate: [r2731iz010 B _ searcn_|

Customize | Find | Vi

eSS ity Type ﬂ Class  Rule P Paymentate  DSHArAlon  pogeryprion

10800 RS 1089 FED 07 RULED 1694.54 01/05/2010 vmszone
[0 @ fis @ fissc fed @ o @ @] oo [oeawzoto ) [oeEoeoto 5 |
10800 RS 1089 FED 07 RULED 3146.45 01/07/2010 ooraote |
10800 RS 1099 FED 07 RULED 2194.44 011122010 mnzzoe |
10800 RS 1099 FED 07 RULED 4371.86 0111412010 orapotn
1og00 RS 1089 FED 07 RULED 330,61 0172812010 viaezote
10800 RS 1089 FED 07 RULED 206561 0210572010 pamszone |
10800 RS 1089 FED 07 RULED 2641.32 02162010 pteaone | B
1« ] on

wstart| J é J & ndjust Withholding - ... J o |:

Step Action

26. Because you are making a split entry here, you must use the same class as the
voucher you are splitting. PLEASE NOTE: If the class was wrong on the original
voucher, you must correct that in Update VoucherLine Withholding the day before
you try to split the line here.

27. Click the Look up Rule (Alt+5) button instead of typing in this field.
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{2 djust Withholding - Windows Internet Explorer

@\T}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $91|  | |4 Live ssarch R

j File  Edit Wiew Favorites Tools Help

. Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favorits 5 I - d b Slice: Gall

@ Adjust Withhalding

s« NDF T

Home

=

Mew Window | Help |

=

Look Up Rule

Withholding Entity: IRS
withholding Type: 1094
Withholding Class: o7

Withholding Rule: [negins with j|

LUUkUpl Clear | Cancel |BasiELUUkuD

Search Results

4.30f

< Withholding Rule Description E
L RLLER Zero Percent Withholding r

RULED Zero Percent Withholding rule
RULE1 1099 Standard Rule

#istare| | @ |[ @ ndjust withholding .. | u.|:

Step Action

28. OMB uses the first RULEOQ listed. Click this RULEO link on top.
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@?}V |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj Q *2 || X | |8 Live search P~

J File Edit View Favorites Tools  Help

J i\? Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

(& adjust withholding

x*NDFT#*

Home
=
Mews Window | Help | Customize Page | B 1=
Hjustments

0000097057 MAIN PRESORTPLUS LLC

200 Q
Q. Jurisdictinn:l C,  Start Date: [01/01/2010 [H
Q. Cass: [ QU Endpate: [[2370T0 5 __Seanh |

uSINESS spmmy (Type  duristiction ‘Class  ‘Rule  Basis Amt PaymentDate  DeoaraON  pespripion

10800 RS 1099 FED 07 RULED 1694.54 012010 vimsaote | .
[1os00 @ [iRs @ [ioega [FED @ [or @ [roda | D.WDEBDQMD |

10800 RS 1089 FED 07 RULED 3146.45 07 otoTealo |

10800 RS 1089 FED 07 RULED 2194.44 0111272010 sinzaio |

10800 RS 1089 FED o7 RULED 4371 86 01114/2010 Mo |

10800 RS 1089 FED 07 RULED 330,60 0172812010 292010 |

10800 RS 1089 FED 07 RULED 2065.61 02105/2010 oamszote |

10800 RS 1089 FED 07 RULED 2641.32 02118/2010 ozienal0 |

Kl

B

#istart| | @ || @ adjust withhalding - .. | @

Step Action

29. Enter the same date here as the voucher you are splitting above.
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@\:‘/ j® [&] hitps:/junun connectnd.usfpsp/ndft/EMPLOYEEJERP{C/MANAGE _WITHHOLDINGS. wTHD_apousTHenT. g =] | G || 49 /| 3¢ | [ Live search R~

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding
~*NDF T :
OIME
=
Mew Window | Help | Customize Page | 5, =
Hjustments

0000097 0s7 haAIN PRESORTPLUS LLC

g0 Q
Q Jurisdil:tinn:l @, StartDate: [01/01/2010 [51
Q Class: [ QU Endpate: [1zE010 (5 __Bearch_|

Customize | Find

[Inf:tSi“ESS ‘Entity ‘Type ‘Jurisdiction *Class ‘Rule  Basis Amt Payment Date g:zaﬂ Description

10800 RS 1089 FED 07 RULED 1694.54 01/0512010 p1052010 | .
[loz0 @ [Re @ [insac [FEn @ for o [robic | -is00.0q [oioszoto [ [oeooio [ |

10800 RS 1089 FED 07 RULED 3146.45 01/0712010 voT2o0 |

10800 RS 1089 FED 07 RULED 218444 0171212010 mr2e00 |

10800 RS 1089 FED 07 RULED 4371.86 0171412010 vinaeon |

10800 RS 1089 FED 07 RULED 330,61 01/26/2010 01202010 |

10800 RS 1089 FED 07 RULED 2085.61 02/0502010 2052010 |

10800 RS 1089 FED 07 RULED 2641.32 021612010 neoo | b
Kl ] o

Aistan| | @ |[& diust withholding - . | @ F

Step Action

30. In this example, we only want to report $94.54 of the amount on line 1, because
$1600 of that was for postage. Now comes the tricky part: You must enter a
negative amount to minus out what should NOT be reported.

In the example above, "-1600.00" was entered in the Basis Amt field so all that will
remain is the $94.54 reportable service charge.
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@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $9|  | |4 Live search

2l

| File Edit View Favorites Tools

Help

fé Adjust Withhalding

s« NDF T

=

art Date: [01/0172010 [5)
d Date:  [12i31/2010 [ _Bearen_|

- Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favorits 5 I € d b Slice: Gall

Mew Window | Help | Custornize Page |

MuttiChannel ¢

7 Qfruten @ | 1694.54 01/05/2010 [otrosr2010 [ =1 W
7 Q |RULED Q| -1600.00 [01/052010 [ [01/052010 [ [splitvoucher =
7 QG frutEn @ | 3146.45 01/07/2010 |or072010 [ |
7 Q, [ruLen @ | 2194.44 0171202010 jorr 2200 [H | =
7 Q, [ruten @ | 4371.86 0171412010 [atr1arao1n 5 | =
7 QfruEn | 33061 0172912010 [atrzara010 3 | =
7 Qfruten @ | 2065.61 02052010 [ozrmsr2010 [+ | =
7 Q |RULED Q| 2641.32 02162010 lo2zre2010 [ | =
£l il
#istart| | @ |[ adjust withholding - . |e|7|G@
Step Action
31. To document your actions for any future audit, enter a description that will make
sense later in the Description field, such as “split voucher #1546.”
32. To split the next voucher, click the Add a new row at row 3 (Alt+7) button.
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6;'Adjust Withholding - Windows Internet Explorer

@:. - |g, https:”www.connactnd.us;’Dsp;’ndftJ‘EMPLOYEEJ‘ERP,l’c,iMANAGE?WITHHOLDINGS.WTHDJDJUSTMENT.GEj 5 || X I5¥ Live Search B

| File Edt VWiew Favortes Tools  Help

J {3 Favorites J 1:.:‘5 £ | ConnecthD Operational Env.., @ Suggested Sites & | Web Slice Gallery =

_r& Adjust withholding

x+NDFT*

Home u = Acld o Fay Sign out
=
Mew Windaw | Help | Customize Page | 5] 1=
Hjustments

ooo00o0sfns? MAIN PRESORT PLUSLLC

g0 QL
Q Jurisdicﬁun:l @, Start Date: |D1ID1I2010 [5]
Q class: [ R enapate: [rzminmo | H _ seanh_|

| DUSINSSS \pntity Ty ‘Jurisdiction 'Class  ‘Rule  Basis Amt Paymentpate  Decarafion  poseryrion | |
10800 IRE 1098 FED ar RULED 1684.54 015052010 01/05/2010 I

[lozo0 @ [Rs @ [ross fep @ o7 @ [rubic | -1600.00 [o1/08r2010 ) [01/08s2010 | [splitvousher

10800 IRS 1099 FED o7 RULED 3146.45 01/07/2010 017072010 I

[1oso0 @, [irs @ [tossc JrED @ [o7 @ [Ronicy | 0.00 [06r3072010 9 [06/3072010 51 |

10800 IRE 1093 FED o7 RULED 2194.44 011122010 01122010 I

10800 IRS 1094 FED ar RULED 4371.86 0171472010 0142010 I

10800 IRE 1098 FED o7 RULED 330061 015282010 01/29/2010 I

10200 IRE 1093 FED a7 RULED 2065.61 02082010 027082010 I -
Kl O
dstot| | & |[ naestwnshlang . \ Jol«

Step Action \
33. For every line you enter on this page, complete the fields Business Unit through

Rule with the same data as the voucher line you are splitting.

(Remember to click the Look up Rule (Alt+5) button to select the appropriate rule.)

=
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6?ndju§t Withholding - Windows Internet Explorer

@:v J&) hitps: s comnectd. usfpsp ndfHEMPLOYEE [ERP Jc/MANAGE _WITHHOLDINGS. WTHD_ADIUSTMENT.GE || £B || 4] | | |&F Live Search P~

| File Edit Wiew Favorites Tools Help

J 7 Favarkes J 5% €| ConnectND Operational Env... 5 Suggested Sites & | Web Slice Gallery ~

_ré Adjust Withholding
**NDFT* — =
i Hew Window | Help | Customize Page | N
Hjustments

0000087057 Al PRESORT PLUS LLC

LY
Q. Jurisdictiun:l @, StartDate: [01/01/2010 [3
Q class: [ Q endpate: [rmmraoio L oean |

0800 IRS 1088 FED a7 RULED 1694.54 01/0572010 01082010 I

[1os00 @ [IRs @ frossa fep @ Jor @ [ruda | -1600.00 [ori0siz010 | [ [o1i0si2010 B [spitvoucher

10200 RS 109e  FED 07 RULED 3146.45 0170772010 vrorzote |

[toso0 @ [rs|@ Jrosscy [feo @ Jor @ [rou@ [ 310000 [@ [ [osrorzoto = |

10200 RS 109e  FED 07 RULED 2194.44 0111212010 oinazote |

10800 IRS 1094 FED o7 RULED 4371.86 0171412010 0142010 I

10800 IRS 1094 FED o7 RULED 330.61 01/29/2010 0172972010 I

10200 RS 1098 FED 07 RULEQ 2065.51 02/05/2010 n2szotn | =
K| 2

wstart| J é “ & adjust Withholding - ... ] (7] F

Step Action

34, To keep only $46.45 of this voucher reportable, we need to enter a negative $3100
to offset the entry of $3,146.45.

Page 116




Training Guide
Module 3 — 1099 Vendor Reporting

(_:'Adiust Withholding - Windows Internet Explorer

@\:‘/ j® [&] hitps:/junun connectnd.usfpsp/ndftEMPLOYEEJERP{C/MANAGE _WITHHOLDINGS. wTHD_apousTHenT.ce =]| G || 49 /| 3¢ | [ Live search R |-

| File Edit ‘View Favorites Tools  Help

J u Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDFT#+

Home

=
Mew Window | Help | Customnize Page | .5 2

hEER

Withhold Adjustments

Vendor: SHARE 0000097057 AN PRESORT FLUS LLC

Business Unit: |1 0800 Q.
Entity: | Q .lurisdil:‘tinn:l Q_  Start Date: |n1m1rzn1n 5
Type: [ Q Class: [ @ Endpate: [1273172010 ) __Beanch_|

Adjustments

[In‘.r'fi“"ss ‘Entity *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date g;‘;‘aﬂ Description
Original 10800 IR 1099 FED 07 RULED 1694.54 01/05/2010 0140572010 |
Legacy |1usun Q IIRB Q |1099 Q, IFED a o7 Q, [rRuLED @ | -1600.00 [01/05/2010 [ [01/05/2010 [ [splitvoucher
Original 10800 IR 1099 FED 07 RULED 3146.45 01/07/2010 0140772010 |
Legacy |1usun Q IIRB Q |1099 Q, IFED a o7 &, [rRuLED & | -3100.00 [01/0772010 [ [01/07/2010 [ [use smarl description

original 10800 RS 1089 FED o7 RULED aesdd 0iAz20I0 oazeoto [
original 10800 RS 1089 FED o7 RULED 437186 0ia20t0 oz [
original 10800 RS 1089 FED o7 RULED 33061 0zez00 oleszoto [
Original 10800 RS 1009 FED o7 RULED 206661 020520010 oos0t0 [

< | o
distan| | @ |[7& diust withholding - . | @ F

Step Action

35. Enter the same date as the voucher above whenever possible. Enter "01072010"
into the Payment Date field.

36. Enter a good Description for tracking this entry later.

37. A note about the Payment Dates: We told you to enter the same payment date as

the voucher you are splitting; HOWEVER, you can only use a specific date once on a
Legacy line. The system will distinguish the Original voucher lines from your entries
by calling yours "Legacy."

In our example here, if the next voucher you needed to split also had a payment
date of 01/07/2010, we would not be able to use that date again - we would have
to use 01/08/2010. Confused? Don't worry; if you accidentally enter the same
date twice, the system will give you an error message to let you know!
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Step

Action

38.

When you are done with your splits, click the Save button.

El save

39.

As stated earlier, corrections made on the Withhold Adjustments page will correct
the entries immediately — you do not have to wait for any overnight process.

If you wish to review the new total amount being reported by your agency to this
vendor, follow the instructions on pages 158-166 of Lesson 3.4 Vendor Balances by
Class Inquiry.

40.

Not only can the Withholding Adjustment screen be used for splitting invoices, but
you can also correct payments to employees made on the wrong location. See the
topic 3.5.3 - Fixing Reportable Pymts to Employees on page 137 for details.

End of 3.5.1.
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3.4.2 - Reporting Off-PSFT Transactions

Agency personnel with the 1099 Maintenance Role will now have access to the Adjust

Withholding screen to enter payments that were not made through PeopleSoft vouchers, but
are still reportable.

Before entering these transactions, some preparation is required:

1.  Organize your payments by entering them on the spreadsheet entitled "Template for 1099

Reporting of Payments Not in PeopleSoft" found at http://www.nd.gov/vr/1099/1099-
info-index.html.

2. Lookto see if a vendor number has already been assigned to your payee, by either
searching on a voucher screen or which the Limited Vendor Inquiry screen (request this
role on SFN 54418 for access).

3.  Make sure the vendor is reportable. The payments need to be for services to a for-profit
individual or organization that is not incorporated.

4. If the vendor paid off-PeopleSoft does not exist on the vendor database, a W-9 will have
to be collected from that business and a new vendor set up by Vendor Registry.

PLEASE NOTE: You must tell Vendor Registry in your request that this vendor is for a

withholding adjustment. The vendor will have to be backdated to the date of your earliest
payment!

Procedure

This exercise will be very similar to the other topics on withholding adjustments. It is tailored to
specific steps dealing with payments that have not been made on PeopleSoft vouchers.

Step Action

1. To access the Withholding Adjustments page, begin by clicking on Vendors in the
navigation menu, then 1099/Global Withholding.

2. Then click the Adjust Withholding link under Maintain. This will be just above the
Update VoucherLine Withholding link you are used to using.
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= adjust Withholding - Windows Internet Explorer

@?}v |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 43| X | | Live search B

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

@ Adjust Withhaolding

xxNDF T
[ Mena 8
Search: @

Home

e My Favorites
= vendors

= Maintain

Withholding
[ Review
[» General Repotts
I> Purchasing

= 10889/Glabal Withholding

Withhelding Adjustment
Enter any information vou have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value %

Wendor SetlD:  |= 'I SHARE Q
wendor ID: |begins with | [0000130921]

Vendor Location: | hegins with ﬂ |

[» eProcurement

[» Services Procurement

[» Accounts Payable

[ Asset Management

> Commitment Contral

I> SetUp FinancialsiSupply
Chain

[> Winrklist

I Tree Manager

I» Reporting Tools

I» PeopleToals

[> MD LHilities & Interfaces

[ NDS Reports

— Tax Center

— Backio Portal

— Chanoe by Password

— My Personalizations

— My System Profile

Search | Clear |Easm Search [E] Save Gearch Criteria

&istart| | @& || & adiust withholding - . | n.F

Step Action

3. Let's say that you had to request a new vendor to be set up, and Vendor Registry
told you that the new number was #130921. First, make sure that the SetID on the
first line says "SHARE." Then enter "0000130921" into the Vendor ID field.

4, Click the Search button.

Search
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6?ndju§t Withholding - Windows Internet Explorer

6:' |g, hitps: sy, connectnd. us{pspindFE{EMPLOYEE [ERPf/MANAGE_WITHHOLDINGS WTHD_ADILSTMENT.GE 2| B |[#2|| X | [£ Live Search L=
J File Edit Miew Favorites Tools  Help

J 7 Favorites J 9% 2| ConnectND Operational Env... @5 Suggested Sites ~ & | Web Slice Gallery ~

& adjust Withholding

xxNDFT**
]
Search: @

Home

Hem window | Help | Custamize Page | &

¥ [y P Withhold Adjustments
= Vendors
57 10989Glabal Withholding
— Maintain Vendor: SHARE 0000130821  REMIT REPORTABLE VENDOR MOT ONFSFT

Business Unit: I\ Q
I a Jurisdictiun:l Q,  Start Date: I El
I Q, Class:

withholding
[ Review

[eonarg| Repotts

[> eProcurement

[» Semices Procurement
[ Accounts Payable

[ Asset Management

> Cammitrment Cantral

Entity:
| 2 Endpate: [ _Search |
First [4] 1 o 1 [¥] Last

Type:

Main Information Transzaction Info ' Adustment Reason

[ Set Up Financials/Supply L:::;tﬂﬁ ‘Entity  *Type *Jurisdiction  *Class *Bule
Chain —
> Worklist Legacy I Q I Q I Q I Q Q Q [=]

[> Tree Manager

[» Reportting Tools

&> PeopleTools

[ ND Utilities & Interfaces

[» ND'S Reparts
— Tax Center
— Back to Partal

— My Personalizations
— My Systern Profile

— Chande Wy Passwiord

[E Save | L Returnto Search | [=] hctify | 4 Refresh |

& Startl | &

|| € adiust withholding - ..

Step Action
5. If the vendor has only one reportable location, it will automatically appear like the
above screen.
6. If this is the first time you have used the Withhold Adjustments page, please follow

the instructions on Customizing this screen before going any further. See pages
104-110 of Lesson 3.5.1 =Split Reporting on Invoice Lines.
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{= Adjust Withholding - Windows Internet Explorer
@: w [&] hitps:fww.connectnd.usjpsp/ndit/EMPLOYEE ERPCMANAGE_WITHHOLDINGS WTHD_apaUSTMENT.GE | & || #2|{ % | [& Live search

| File Edit ‘iew Favortes Toos Help

J 33 Favorites J 1:.:‘5 £ | ConnectMD Operational Ere... @ Suggested Sites & | Web Slice Gallery =

1€ adjust Withholding

s*NDF T+ e

|k

Mew 'Window | Help | Customize Page |

Withhold Adjustments

Vendor: SHARE 0000033464  MAIN RAMKOTA HOTEL BISMARCK

Business Unit: Q,
Entity: Q, Jurisdiction: Q_  Start Date: | 5

Type: Q, Class: O End Date: I—EU Search |

First (4 4 of 1 [l Last

Adjustments

Main Information Trangaction Infa
pr—
uSIESS  Entity  *Type *Jurisdicli

Legacy I__Q I_Q I—Q I_Q

i Adjustment Reason

*Class *Rule

& aQ [+ [=

B Save | E\Returnto Sgarch | [=] hltity | 1 Refresh |

Main Content

| o[GE

Bstart| | @& |[7@ adiust withholding - .

Step Action N

7. If your screen has been customized, click the Show all columns button to expand
the fields. It should now look like the one on the next page.
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ﬂ?ndjust Withholding - Windows Internet Explorer

@\:‘ - |g, hittps: o .connectnd. s/ pspndf EMPLOYEE JERF /o [MAMAGE _WITHHOLDINGS, WTHD_ADIUSTMENT, GE j 8 ||+ X | |89 Live search R
JFl\e Edit Wiew Favorites Tools  Help

J 7. Favarites J 55 # | ConnectND Operational Env... @ Suggested Stes ~ & | Weh Slice Gallery ~

@ Adjust withhalding
xNDFT#*
Home Sign out
| El
Mew Window | Help | Custornize Page | 5,
Withhold Adjustments

Vfendor: SHARE 0000130821 REMIT REPORTABLE YEMDOR MOT OM PSFT

Business Unit: [18800

Entity: @, Juristiction: | @, StartDate: [01012010 [ E
Type: Q class: [ QU Endpate: [1z31z010] [ | _Search

Customize | Fi
*Business

Uit ‘Entity  Type *Jurisdiction *Class *Rule Basis Amt

Legacy alal Jal Ja [ a Ja]

Declaration
Payment Date
P: ent Date Date

Description
0.000 joErsni2010 [ [o@sozo10 [ |

B save | ELReturn to Searchl [=T matify | s Refresh |

Ll

| 0|
@istart| | @& ”@Adjust withholding - .. | ta|:
Step Action
8.

Make sure your business unit fills in here under ‘Search Criteria.’

9. Enter the entire calendar year in the date fields on this page for the year you are

reporting. Our example shows how the calendar year of 2010 would be entered.

10. Click the Search button.
Search
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(ﬁ:'ndiust Withholding - Windows Internet Explorer

@\:‘/ - I@, https:f,iwww.connactnd.us,l’psp,l’ndftfEMPLOVEE,I’ERPJC,I’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 44| % In." Live Search P

| Fle Edt View Favortes Tooks  Help

J g:? Fawarites J {5 £ | ConnectMD Operational Env... @ Suggested Sikes & Web Slice Gallery ~

'_(e Adjust Withhalding

s*NDFT**

Homne forklist Add to Favarites

=
Mew Window | Help | Customize Page | S

Withhold Adjustments

\fendor: SHARE 0000130921 REMIT REPORTABLE VENDOR MOT OM PSFT

Business Unit: 18300 Q,
Entity: Q, Juristiiction: | Q. startpate: 010172010 5
Tyme: Q Class: [ QU endpate: [12E12010 5 saarch_|

Adjustments
USIESS spity ‘Type  durisdiction Class  ‘ule  Basts Amt Payment Date D20araON  peseription
Legaey 18800 @ [irs @ [loos @ fed @ | Q| Q| 0.000 [os30iz010 [ [oerao2010 [ |

Bl save | ELReturn to Saarchl [=] motify | 1 Refresh |

4]

Aistart]| | & || @ adjust withholding - . \ | @

Al

Step Action

11. Now we need to enter the information for the payment not made in
PeopleSoft. We need "18800" into the Business Unit field for our example.

12. Always enter "irs" into the Entity field.

13. Always enter "1099" into the Type field.

14. Always enter "fed" into the Jurisdiction field.

15. Click the Look up Class (Alt+5) button to make sure the correct withholding class

was set up on this vendor.

=
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6?nd]'ust Withholding - Windows Internet Explorer

6;” ] hitps: {fvwwn connectnd. uspspdft/EMPLOYEE/ERPc{MANAGE_WITHHOLDINGS wTHD_aDJusTMENT.GE || B |[#4 || ¢ | |4 Live Search R |-

J File Edit View Favorites Tools Help

J i:f Favorites J {.:3 € | ConnecthD Operational Env... @ Suggested Sites = & | Web Slice Gallery ~

@ Adjust Withhalding

~*NDF T+

Home i 4 1 Ex Sign out

= e
Mew Window | Help |

Look Up Class

Vendor SetlD: SHARE
wendor ID: 0000130821
Vendor Location: REMIT
Withholding Entity: RS
Withholding Jurisdiction: FED
Withholding Type: 1099
Withholding Class: [egins with x|

LookUp || ciear || cancel | Basic Lookup

Search Results
1-2 of 2

ithholding Class Description

03 Other Incame
or Mon-Emplovee Compensation

&/ start J @& J /& adjust Withholding - ... ] o F

Step Action

16. The withholding class of 07 is usually the default class set up for vendors, but in this
case, we paid the vendor an award, which is unearned income.

Click the 03 link for Other Income. If the class you need does not appear, enter a
Vendor Request through the Vendor Registry Work Request System to have it
added.
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(zlndiust Withholding - Windows Internet Explorer

@?}v |g, hitps: | fvws connectnd, usfpspndft EMPLOYEEERPYCMANAGE _WITHHOLDINGS. WTHD _ADIUSTMENT. GE j 8 ||+ X | |87 Live search R~
| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/€ adjust Withholding
~*NDF T
Home
=
Mew Window | Help | Customize Page |
Withhold Adjustments

Vendor: SHARE 0000130821 REMIT REPORTABLE VENDOR MOT OM PSFT

Business Unit: |1 2800 Q.
Entity: | Q .lurisdil:‘tinn:l Q_  Start Date: |n1m1rzn1n 5
Type: [ Q Class: [ @ Endpate: [1273172010 ) __Beanch_|

Adjustments
[m“ﬁ ‘Entity *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date g;‘;‘aﬂ Description
Legacy [reson @ [rRs' @ [tose @ [Fep @ o3 a | @|

0.00 [oerzorzota [ [osswzotn [H |

B Save | SLRsturn to Search | [=] Matify | 4 Refresh

0l

Bistart| | @& |[& diust withholding - .

Al

o

Step Action
17.

Click the Look up Rule (Alt+5) button instead of typing in this field.
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= adjust Withholding - Windows Internet Explorer

GE;-:V |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 *2 || X | | Live search P~

J File Edit View Favorites Tools  Help

J jﬁ‘f Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

& adjust withholding

+*NDFT#*

Home

= e
e Window | Helg | B

Look Up Rule

Withholding Entity: IRS
Withholding Type: 1099
Withholding Class: 03

Withholding Rule: |heg|ns wiith j|

LookUp | clear || cancel | pasic Lookup

Search Results

13 of 3
ithholding Rule Description

RULED Zero Percent Withholding rule

REULED Zera Percent Withhalding rule

RULE1 1098 Standard Rule

#start| | @ || @ adjust withhalding - .. | uF

Step Action

18. Click the first RULEO link listed.
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{2 adjust Withholding - Windows Internet Explorer

@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $2|  | |4 Live search

2l

| File  Edit

Wiew

Favotites  Tools  Help

@ Adjust Withhalding

- Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favorits X I - d b Slice: Gall

=

Entity:

Legacy

s« NDF T

Mew Window | Help | Custornize Page |

Withhold Adjustments

Vendor: SHARE 000071308921 REMIT REPORTABLE VENDOR NOT ON PSFT

Business Unit: |18800 Q

@, Jurisdiction: Q,  StartDate: [01/01/2010 [3
G Class: QU Endpats: fzmEoT 5 __Searn |

‘Business

=)

o ‘Entity Type  ‘Jurisdiction 'Class  ‘Rule  Basis Amt PaymentDate 226125200 porcription
12800 CQ [IRe @ [toes @ [fE0 @ oz @ [Ruced@ | 1000.00] [o6r20r2010 [+ [ogiacizonn [+ |

B save | E\Returnto Searchl [=] naatity | s Refresh |

|

#istare| | @

J (& adjust Withholding - ... J Q.

Al

Step

Action

19.

Enter the reportable amount of the off-PSFT check into the Basis Amt field. Our
award was all reportable, so we entered "1000.00".
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(,:'.nd]'ust withholding - Windows Internet Explorer

@:‘/ L4 I@ https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj g *|| % | |&F Live search P

J File Edit View Favorites Tools  Help

J i\? Favorites J 1.5 € | ConnectND Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

(& adjust withholding

x*NDFT#*

Home

=
Mew YWindow | Help | Customize Page | /&

REPORTABLE YENDOR MOT ON PSFT

Q. startDate: [o1/01/2010 3
@ Enapate: [12312010 5 Search

‘Jurisdiction ‘Class ~ *Rule  Basis Amt Payment Date DECIArON  ppsrinion
= IFED Qo3 Q [RuLED @ | 1000.00 [0&30;2010 5 063072010 [ [Payment fram system
efresh |
4] | 2l
istart| | @ || @ adjust withhalding - .. | o |@ls
Step Action
20. Enter the actual Payment Date in that field.

Next enter a Description that will allow you and the Auditors to trace back to the
original payment. If it was a check printed from another system, enter the check
number.

21. If you entered more than one check, or you have to split the reporting between
two different classes, click the Add a new row at row 1 (Alt+7) button to add more

rows.

22. If you do not have to enter another line, click the Save button.
El save
23. Your entries will be posted immediately. To see if your entry shows up correctly for

reporting, follow the directions on pages 90-97 of this document, in section 3.4.1 -
Vendor Balance by Class Inquiry.
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6?Vendur Balance by Class - Windows Internet Explorer

M= E3
@T\:‘/ |- |g, https:/ v connectnd, us/pspfndftEMPLOYEEERP /c/MANAGE_WITHHOLDINGS, WTHD_EAL_\HDR.GELF j 8 ||+ x |§:’ Live Search R |-
J File Edit View Favorites Tools Help

J 3\3 Favorites J {.:3 € | ConnecthD Operational Env... @ Suggested Sites » & | Web Slice Gallery ~

/& Vendor Balance by Class

+*NDFT*+
MutiChannel Console | Ad es | Sign out
| EL3
Mews indow | Help | Custamize Page | 5
Vendor Balance

SetlD: SHARE Vendor: 0000130921 REPORTABLE VEMDOR NOT ON PSFT Location: REMIT

Start Date:  [01/01/2010 [5 End Date: |12J’31J’2D1D e

Business Units n First £ 1 of 1 [ Last

Business Unit: 18800 Legal Counsel for Indigents

ithholding Balances zustomize | Find Firs £1] 1 af 1 [H Last
Entity Type Jurisdiction Class Description Paid Amount Currency
IRE 1089 FED 03 Other Income 1,000.000 0.000 0.000 UsD

B save | LU Return to Search | [=] Matity |

i start J é J {& ¥endor Balance by Cl...

| o

=
. «

Step Action

24, The Vendor Balance By Class screen should appear similar to the above. Even
though you did not pay this vendor with a PeopleSoft voucher, by setting up the
vendor in the database and entering the Withholding Adjustment, the amount and
withholding class that appear on this screen will be reported on a 1099-MISC form,
as long as the aggregate amount from all state agencies is $600.00 or more

25. Click the Return to Search button when done viewing.
26. You will receive a warning message to Save your work, but just click
the Cancel button.
Cancel
27. If you made payments to several vendors that were not paid through PeopleSoft,

each vendor will have to be entered separately. Follow these procedures each
time and each year you need to do this.
End of 3.5.2.

Page 130



Training Guide
Module 3 — 1099 Vendor Reporting

3.4.3 - Fixing Reportable Employee Payments

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust Withholding

This exercise will show how to use the Adjust Withholding screen to enter reportable payments
made to employees on the wrong vendor location.

Before entering these transactions, you will want to:

1. Run the NDS_1099_MISMATCH query or the NDS_ACCOUNT_INQUIRY query to
determine whether or not some of these payments were made incorrectly.

2. Make sure the payment is actually reportable for a service or rent. Do not report travel
reimbursements or tuition reimbursements using this method!

3. Check to see if the employee vendor has a reportable location called "1099." This can be
identified by using the Limited Vendor Inquiry screen or by looking it up in voucher first. If
such a location does not exist, you will need to submit a Vendor Request to the Vendor
Registry Work Request System and enter “1099” in the location field of that request.

PLEASE NOTE: You must tell Vendor Registry in your request that this vendor is for a
withholding adjustment. The vendor will have to be backdated to the date of your earliest
payment!

Procedure

Once you have run the query called NDS_1099_MISMATCH, check the Account column for any
account numbers that look like reportable items.

There is a sample spreadsheet on the next page that we will use for this exercise. In it you will
see two highlighted entries using account number 611025, which is for stipends.
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Withholding Mismatch Report

Voucher | Distrib Line Gross
Vendor ID Vendor Name Voucher Invoice ID Invoice Date| Line Line Account W/H |Line Amount| Amount Location
7000102  [Rumpel,Stiltskin 00008015 |Mgmt Conf in Fargo 5/2010 5/26/2010 1 1 521015 N 138.600 176.1000 HOME
7000102  [Rumpel,Stiltskin 00008015 |Mgmt Conf in Fargo 5/2010 5/26/2010 1 2 521020 N 37.500 176.1000 HOME
0432846  |Casanova,Juan 00008049  |Tuition May 4" 5/26/2010 1 1 611030 N 1290.000 1290.000f HOME
0420732  [Smith,Joe 00008051 [2010 NDSCPA Conference 6/10/2010 1 1 521015 N 138.600 369.100f HOME
0420732  |Smith,Joe 00008051 [2010 NDSCPA Conference 6/10/2010 1 2 521020 N 37.500 369.100f HOME
0420732  |Smith,Joe 00008051 [2010 NDSCPA Conference 6/10/2010 1 3 521030 N 193.000 369.100f HOME
0418042  |Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 1 521075 N 317.000 573.200f HOME
0418042  [Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 2 521080 N 145.200 573.200f HOME
0418042 Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 3 521085 N 65.000 573.200 HOME
0418042  [Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 4 521070 N 46.000 573.200f HOME
7999999  [Fictitious Employee 00008068 |Stipend for conference March 7/6/2010 1 1 611025 N 25.000 25.0000 HOME
3
7999999 Fictitious Employee 00008069 |2-day conference 7/15/2010 1 1 521075 N 227.000 427.000 HOME
7999999 Fictitious Employee 00008069 |2-day conference 7/15/2010 1 2 521080 N 100.000 427.000 HOME
7999999 Fictitious Employee 00008069 |2-day conference 7/15/2010 1 3 611025 N 100.000 427.0000 HOME

Page 132




Training Guide
Module 3 — 1099 Vendor Reporting

Fa\fnvr'rtes Mainvrv'lenu » Vendors » 1099/Global Withholding > Maintain » Adjust Withholding

Withholding Adjustment

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Lirnit the nurmber of results to (up to 300} [300
Vendor SetiD: | = v [sHARE @,

Vendor ID: begins with |»] 7999939
Wendor Location:| begins with V|

Search Clear | Basic Search [EF Save Search Criteria
Step Action
1. Since those payments to "Fictitious Employee" were made on the HOME location,

you will not be able to make them reportable - you will need to enter a withholding
adjustment instead.

To access the Withholding Adjustment page, navigate to the Vendors >
1099/Global Withholding > Maintain > Adjust Withholding link.

2. Make sure that the Vendor SetlID is always "SHARE."
3. Enter the employee's vendor number into the Vendor ID field.
4, Click the Search button.

Search
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= adjust Withholding - Windows Internet Explorer

@:‘/ L4 |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 || ;f Live Search P~

J File Edit View Favortes Tools Help

7 Favorites a ConnecthD Operational Enw.. . Suggested Sites - Web Slice Gallery -
Favorit 5 | e d b slice Gall

(& adjust withholding
+*NDFT**
B
Hew itiindow | Help | Customize Page | &)
Withhold Adjustments
Vendor: SHARE 7999998 1099 Fictitious Emplovee
Business Unit: || a

Entity: @ Juristiction: | @,  Start Date: £l
Type: Q) Class: I 2 End Date: I—@ Search |

First (4] 1 of 1 ] Last

Main Information | Transaction Info e Adjustmert Reason

’?I'i‘fi& ‘Entity  *Type *Jurisdiction *Class “Rule
Legacy [a [a a [ Ja a | aQ HE

B save | SiReturnto Search | [=] notify | s Refresh |

istant| | @ |[& adjust withholding - | e |7 3@

Step Action

5. IMPORTANT: If no results display for your vendor number, or if the system does

not take you to this screen, it means that a reportable location has not been set up
for your employee.

Stop right here and enter a Vendor Request through the Vendor Registry Work
Request System to request that a "1099 Location" be added to this vendor. You
will need to supply the individual's Social Security Number and the withholding
class needed (i.e., 07, 03, or 01) in the field that states “Withholding Code.”
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= adjust Withholding - Windows Internet Explorer

@?}V |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MRNAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % *3|| X | |8 Live search P=

J File Edit View Favorites Tools  Help

J i\? Favorites J 1‘.:‘5 & | ConnecthD Operational Env... @ Suggested Sites = & | Web Slice Gallery =

& adjust Withholding

x*NDFT#*

Home | worklist hiultiChannel Console 8 ez | Sign out
| EL
Mewrindow | Help | Custornize Page | [
Withhold Adjustments
Vendor: SHARE 79399999 1098 Fictitious Employee

Business Unit: [11000] a
Entity: @, Jurisdiction: Q  startDate: | El
Type: Q. Class: O End Date: I—@ Search

Adjustments Custar irst (4] 4 of 1 [H] Last
Main Information Tranzaction Info 7 Adjustment Reazon

L:z‘f'ﬂ *Entity  “Type *Jurisdiction *Class *Rule

Legacy l_—Q [[la [ a7 [la [ a =

B ave | [SLReturnto Search | [=] Motity | 4 Refresh I

istant| | @ |[& adjust withhalding - . | @7 |aE
Step Action
6. Make sure that your business unit fills in correctly on top.

If this is the first time you have used Withholding Adjustments, click
the Customize link and follow the directions on pages 104-110 of 3.5.1 - Split
Reporting on Invoice Lines.
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{= adjust withholding - Windows Internet Explorer

@?}' |g, https:waw.connactnd.us;’nsp,l’ndft,iEMPLOVEEJ‘ERPICIMANAGE,WITHHOLDINGS‘WTHDJDJUSTMENT.GEj Q *2|| X | | B Live search B

JFlIe Edit  View Favorites Tools  Help

J ﬁ Favarites J i:s & | ConnectND Operational Env, .. @ Suggested Sites ~ & | Web Slice Gallery =

_ré Adjust withhalding

+*NDFT#

Home | Worklist hiutiChannel Conzole = | Sign out
| EL
MewWindow | Help | Gustarnize Page | B
Withhold Adjustments
Vendor: SHARE 79990599 1098 Fictitious Employee

Business Unit: |1 1000] a
Entity: [ Q. Jurisdiction: Q,  startDate: | E
Type: I Q, Class: 2. EndDate: I—E;J Search |

First [ 1 of 1 [M] Last

Main Information | Transaction Info i Adjustment Reason

lﬁ'i‘fi& Entity  *Type *Jurisdi *Class “Rule

Legacy Clalalal[a\l el a ®@=

B save | L Returnto Search | [=] Matity | 2, Retresh |

Bistart| | & || & adyust withholding - .. | @2
Step Action \
7. You will only have to customize your screen once, but you may have to click this

Expand button each time you go into this Adjustment screen. Click the Show all

columns button.
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6:'Adjust Withholding - Windows Internet Explorer

@?}V I@, https:,l’;’www.connactnd‘us,ipsp,l’ndFt,iEMPLOVEE,iERPJ‘c,I’MANAGE?WITHHOLDINGS‘WTHDJDJUSTMENT‘GEj 5 4| | X | |8 Live Search

, o
J File Edit Wiew Favorites Tools  Help

J 7 Favorites J S @ | ConnecthD Operational Erv... S Suggested Skes » @ | 'web Slice Gallery =
'_(& Adijust Wwithholding

s*NDFT#*

(=13

Home
Mew Window | Help | Customize Page | B
Withhold Adjustments

Vendor: SHARE 78999939 1083 Fictitious Employes

Business Unit: {11000 Q,
Entity: Q, Jurisdiction: | @, startDate: [01012010 [
Tyme: Q. Class: I 2. End Date: Im@ Search

Adjustments

Lﬁflﬁ “Entity  *Type *Jurisdiction *Class

*Rule Basis Amt Payment Date g:gaﬂ Description
Legacy | al a a| Q| Q|

a | 0.000 [o7/0ar2010 [5) [o7ioezoto [ |

& save | LU Return to Searchl [=] notify | 4 Refresh |

4]

distart] | & |[@ Adiust withholding - . |e|?
Step Action
8. Enter the entire current calendar year — or the calendar year you are reporting - on
this page. .
9. Click the Search button.
Search
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(‘::'Adiust Withholding - Windows Internet Explorer
@:: b4 |g, https:waw.cnnnectnd.us;’psp,l’ndft;’EMPLOYEE;’ERP,ic,l’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 42 || XK | | B Live search Plihe

J Fle Edit Wiew Favorites Tools Help

J {\? Favorites J {.:‘5 £ | ConnectMD Operational Env. .. @ Suagested Sites = @ | Web Slice Gallery =

’_,é Adjust Withhaolding

s*NDFT#*

Home 5l hultichennel Congole | Add to Favorites | Sign out

=
Mew Window | Help | Customize Page | 15

Withhold Adjustments

Vendor: SHARE 7999939 10498 Fictitious Employes

Business Unit: |11000 Q
Entity: Q. Jurisdiction: | Q. StartDate: [01/01/2010 [5)
Type: @, Cclass: [ A Endpate: [123172010 ) ﬂl

Adjustments

Iﬁ:.'rf'ﬁﬂzm'y “Type “Jurisdiction *Class  *Rule Basis Amt Payment Date g‘;‘;"‘aﬂ Description

Legacy 1000 @ firs L fioen @ fed @ | @| Q| 0.000 [o7s08/2010 [ [oroszoto [ |

& save | ELReturnto Searchl [=] Motify | Ly Refresh |

| |
distant| | @ |[ € adiust withholding - .. |3

Step Action

10. You will not see any activity on this page unless you have made payments to this
employee's 1099 location previously this year.

Enter your Business Unit in the first field.

11. Always enter "irs" into the Entity field.

12. Always enter "1099" into the Type field.

13. Always enter "fed" into the Jurisdiction field.

14. To make sure the correct withholding class is set up for this location, click the Look

up Class (Alt+5) button. @
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ﬂ?ndjust Withholding - Windows Internet Explorer

@?:'v IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj 5 | X Iff Live Search L

| File Edit ‘View Favorites Tools Help

J Tﬁ? Favorites J 1.:‘5 & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding
«+NDF T+

=
Look Up Class
Vendor SetlD: SHARE
Vendor ID: 7999899
fendor Location: 1099
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1089
Withholding Class: |begins wiith ﬂl

LookUp || clear | cancel |pasic Laokug

Search Results
1 of1

ithholding Class Description
i Hon-Employee Compensation

Wsat| | @  |[@sdvst winhodng |e|?[3B
Step Action
15. Stipends are reported as earned income for services, so the 07 link is correct in this
example.
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(zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaw connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apaUsTMENT.GE = || & || 49| x | [ Live Search

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/€ adjust Withholding

s*NDF T+

=
Mew Window | Help | Customize Page |
Withhold Adjustments
Wendor: SHARE 7999989 1089

Fictitious Employee

Business Unit: |1 1000 Q.
Entity: | Q .lurisdil:‘tinn:l Q_  Start Date: |n1m1rzn1n 5
[ Q Class: [ @ Endpate: [1273172010 ) __Beanch_|

Type:

*Business .. . .
Unit Entity  *Type

_|110 00 Q firs @ [ioes @ e @ for

*Jurisdiction *Class *Rule Basis Amt

~
\€V)

Payment Date

Declaration o
Date Description

Legacy

hEE)

a 07082010 [ [oriazotn [H |

B Save | SLRsturn to Search | [=] Matify | 4 Refresh

0l

Aistan| | @&

|[& diust withholding - .

=)

| e

B

Step Action

16. Click the Look up Rule (Alt+5) button next.
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ﬂ?ndjust Withholding - Windows Internet Explorer

@?\rv IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj g || X Ii' Live Search L

| File Edit ‘View Favorites Tools Help

J Tﬁ? Favorites J 1.:‘5 & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding

s+NDF T+

=

Look Up Rule

ain Contert|

Withholding Entity: IRS
Withholding Type: 1088
Withholding Class: ar
Withholding Rule: |hegms with j|

LUUKUpl Clear | Cancel |Elasiannkun

Search Results

13 of 3
ithholding Rule Description

RULED Zern Percent\Withhalding rle

RULED Zero PercentWWithholding rule

RULE1 1099 Standard Rule

tﬁstartH @ “_féndjust withholding - ... | o

Step Action

17. OMB always uses the top "RULEQ." Click that RULEO link.
EULED
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{2 djust Withholding - Windows Internet Explorer

@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q L231B¢ n'f Live Search
| File Edit View Favories

|-
Toals  Help

J 7 Favorites J 5% # ConnecthD Operational Env... @5 Suggested Sites = & | Web Slice Gallery =
fé Adjust Withhalding

s« NDF T

=

‘forklist | MultiChannel Console

Mew Window | Help | Custornize Page |

=)

Withhold Adjustments

Vendor: SHARE 7999988 1089 Fictitious Employee

Business Unit: 11000 Q
Entity: Q, Jurisdiction: Q.  StartDate: [01/01/2010 [
Type: G Class: QU Endpats: fzmEoT 5 __Searn |

[EMSINESS “Eqtity *Type ~ urisdiction ‘Class  ‘Rule  Basis Amt PaymentDate 226125200 porcription
Legacy o0 C ire @ [toes @ fE0 @ for @ [Ruced@ | 25.00] [o7ines2010 [ [o70szat0 (5 |
A

ﬁsavel E\Returnto Searchl [=] naatity | s Refresh |
| | i
#istart| | @ |[ adjust withholding - . |e|7|G@
Step Action \

18. Only enter the reportable amount in the Basis Amt field. \

19. Enter either the Invoice Date or the Payment Date of the voucher into the Payment

Date field.
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6:'Adju§t Withholding - Windows Internet Explorer

@?}v IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj 5 | X Iff Live Search 2~

| File Edit ‘View Favorites Tools Help

J 13 Favorites J i,; & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding

s+NDFT#+

Home: orklist | MutiChannel Console

=

Mew Wintow | Help | Custornize Page | B

9 Fictitious Employee

tion: O, StartDate: [D1/01/2010 )
QU pnapate: [1ziziizoio [ Search

First [ 1 of 1 [ Last
Type “Jurisdiction *Class ~ *Rule Basis Amt Payment Date g:&laﬂ Description
nag @ IFED Q  fo7 < [ruLEn @ | 25.00 [07/06r2010 [5 [07/08/2010 ) [voucher #3068-wrong Iocation] [
4

L Refresh

] | =l
tﬁstartH @ “W J o7 &
Step Action
20. Enter a Description that will provide an audit trail back to the original payment.
21. Since we have two vouchers to enter on this screen, click the Add a new row at
row 1 (Alt+7) button.
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6?ndju§t Withholding - Windows Internet Explorer

@@v J&] https:  wenm connectnd.usfpspindFt/EMPLOYEE(ERPYcMANAGE_WITHHOLDINGS. wWTHD_ADIUSTMENT.GE || By |42 || X | & Live Search P

J File Edit Miew Favorites Tools  Help

J 7 Favorites J 9% & | ConnectND Operational Env... @5 Suggested Sites = & | Web Slice Gallery ~

(& Adjust Withholding

**NDF T

Home
| Bk
Mew Window | Help | Customize Page | B
Hjustments
7999949 1099 Fictitious Ermployes
i} Q

Q. Jurisdi[:(iun:l C,  Start Date: IDHDHQDW [31
Q Class: | A Endpate: [rarstizoro 5 __Search

;n‘.r'fi“ess ‘Entily *Type  ‘Jurisdiction *Class  ‘Rule  Basis Amt Payment Date gggara“"" Description
11000 Q ﬁq |1099 Q IFED Qo7 &, [rRutED @ | 25.00 [07/06i2010 ) [07/08i2010 [ [voucher #8068-wrong location
nooo @ ks @ frioss @ e @, T @ a 000 [o7mezot0 (5 [orioeoo 5 |
Main Cankent
%Nww | 4 Refresh |
Kl |
£B5tart|] é || & adiust withholding - .. \ |o|% [BaE
Step Action \
22. All fields on this line need to be filled in with the same information until you get to

the class. The withholding class used will depend upon each unique payment. Click
the Look up Class (Alt+5) button.
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{2 adjust Withholding - Windows Internet Explorer

@?}v |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % *3|| X | | A Live Search B

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

_ré Adjust Withhaolding

~*NDF T

=
Look U p Class
Vendor SetlD: SHARE
Vendor ID: 7998804
Vendor Location: 1098
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1098
Withholding Class: | begins with x| |

LUUkUpl Clear | Cancel |ElasicL00kun

Look up (Alk+1)

Search Results

1of1

ithholding Class Description
a7 Mon-Emplovee Compensation

Aistart| | & || & adiust withholding - . |e|% |GE
Step Action
23. The second voucher contains a stipend as well, so using the 07 link is accurate.
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6:'Adjust Withholding - Windows Internet Explorer

@;‘/ - |g https:p’p’www‘:Unne:tnd‘usp’pspfndft,iEMPLO\‘EEIERP,I’EIMANAGE)NITHHOLDINGS.WTHDJ\DJUSTMENT.GEj 2 *20| | |8 Live search P

| File Edit View Favorites Tools Help

7 Favorites i ConnecthD Operational Env... Suggested Sites - Web Shice Gallery —
Favari 5 | € d b Slice: Gall

(& Adijust Withholding

xNDFT#+*

Home | WWorklist | MutiChannel ¢ Sign out
=
Mew iindow | Help | Custamize Page | &
Hjustments
79989499 1099 Fictitious Employee
oo Q

Q. Jurisdiction: Q_  startDate: [01/012010 )
@ Endpate: [z i 9earh_|

Q, Class:

BUSINESS ity *Type  ‘urisdiction Class ~ Rule  Basis Amt Payment Date  DEClaralion  pogeription
[riooo o [Rs @ [iose @ ffeo @ [or @ [RutEn @ | 25.00 [07/06/2010 [ [07/0662010 [ [vaucher #8088-wrang lacation

[frooo e [Rs @ [ines @ [FED @ [or @ Q|

Main Conkent
to Search Motify | %) Refrash |

000 [o7oezoio [ [ovioezota [ |

4l >
#start| | @ || @ adiust withholding - ... |e|? B@
Step Action
24, REMEMBER: Only the reportable amount of the payment gets entered on this
screen. In our example (see the table below), a voucher had three distribution
lines, but only one of them was reportable; the other two lines were travel
reimbursements.
Vendor ID Vendor Name Voucher Distrib Account Line Gross
Line Amount Amount
7999999 Fictitious Employee 00008069 1 521075 227.00 427.00
2 521080 100.00
3 611025 100.00
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(ﬁ:'ndiust Withholding - Windows Internet Explorer

@\:‘/' I@, https:f,iwww.connactnd.us,l’psp,l’ndftfEMPLOVEE,I’ERPJC,I’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 44| % In."LiveSearch
| Fle Edt View Favortes Tooks  Help

FelE]

J g:? Fawarites J {5 £ | ConnectMD Operational Env... @ Suggested Sikes & Web Slice Gallery ~
'_(e Adjust Withhalding

s*NDFT**

Home
=
Mew Window | Help | Customize Page | S
Withhold Adjustments
Vendor: SHARE 7989999 1088 Fictitious Employes
Business Unit: 11000 Q,
Entity:

Q, Jurisdiction:l Q)  Start Date: |D1JDM201D El
Type: Q Class: [ U pnopater [1zmizoro [ __Search |

Adjustments Customize | Fing
lﬁ"i‘ts'ﬁ *Entity *Type ‘Jurisdiction *Class ~ *Rule Basis Aimt Payment Date ggtc;aﬂ Description
Legacy 11000 @, [IRg @ |1099 aQ IFED Qo7 Q [RuLEn @ |

25.00 [07/06/2010 [ [07/06/2010 [ [voucher #8068-wrang location
100.00 [07152010 [ [07/08/2010 5 fvoucher #8068-wrong lacation|

Legacy 1o [rRe @ [iee @ fe0 @ [or @ [RuLEdQ |

Bl save | ELReturn to Saarchl [=] motify | 1 Refresh |

4]

|
Aistart]| | & || @ adjust withholding - ... | e|% | EE
Step Action
25.

In that case you would only enter "100.00" into the Basis Amt field for the
reportable amount.

26. Enter the Payment Date of that voucher
27. Enter an appropriate Description.
28.

After you have entered all the entries for this employee, click the Save button.
E save
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6:'\I'endnr Balance by Class - Windows Internet Explorer

@:\/ - |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_BF\L_\-'NDR‘GBL?Fj % || X p'f Live Search Puabs

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

@ Wendor Balance by Class

~*NDF T

Home

| (EL
Mew vindaw | Help | B

Vender Balances by class
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
SetiD: = 'I share Q

Vendor ID: |begins with ¥ | [79agagg]
Vendor Location: | begins with ﬂ |

Short Vendor Name:  |hegins with j|

Our Customer Number: | begins with > | [
Name 1: |begms with jl

L Lo L LR

" Case Sensitive

Search | Clear |Ela9|c Search (B Save Search Criteria

&/ start J é J /€ ¥endor Balance by Cl... J L2

T L&

Step Action

29. If you want to make sure your entries look correct, go to Vendors > 1099/Global
Withholding > Review, then click the Vendor Balance by Class link. Since the
correction was made on the Adjust Withholding page, the changes will show up
immediately.

30. The SetID must always be "SHARE." If this does not automatically populate, enter
"share" into the SetlD field.

31. You can search for the vendor by name on this page or enter the vendor number, if
you know it. To review the entries just made, you would enter "7999999" in
the Vendor ID field.

32. Click the Search button.

Search

Page 148




Training Guide
Module 3 — 1099 Vendor Reporting

6:'Uendor Balance by Class - Windows Internet Explorer
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Start Date: [01012010 [ EndDate:  [12312010] |5 Search |
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Step Action
33.

Enter the date range of the entire calendar year in which the reporting takes place.
34. Click the Search button.
Search
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6:'\l'endor Balance by Class - Windows Internet Explorer
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sNDFT#+*
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Vendor Balance

SetiD: SHARE Vendor: 73909939 Fictitious Employee Location: 1039

ManComtertk  [01012010 5 EndDate:  [12:31/2010 5

Business Units ind | Y First (4 1 o 1 [ Last

Business Unit: 11000 Office of Management and Bogt

ithholding Balances C i First [ D Last
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B save I ELReturn to Search | [=] naatity |
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Step Action

35. The amounts show up correctly on this screen; $25.00 from one voucher and only
$100 of the second voucher for $427.00.

36. The proper method of paying an employee a one-time stipend, honorarium, or rent
is by first making sure the employee vendor has a 1099 reportable location set up
on it. However, if an error is made, and the agency realizes that a reportable
payment was made on an employee's HOME location, the previous steps show how
you would fix the situation.

End of Manual.
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Running 1099 Queries

Navigation: Reporting Tools>Query>Query Viewer

Queries have been developed to help agencies track payments that may or may not show up on
the 1099 reporting tables. Users do not need to have the 1099 Maintenance role to run these,
but they do need access to Query Viewer.

The following queries will be discussed along with how to read and use them before doing any
maintenance online:

e NDS_1099_MISMATCH
e NDS_1099 ACTIVITY
e NDS_ACCOUNT_INQUIRY

The first two are both required to be run and reviewed by agencies each year. The third query is
to provide additional information only.

Reporting Tools > Query Viewer > NDS_1099_MISMATCH

This query replaces the online report that came delivered with PeopleSoft. This query is better
to use than the online version for these reasons:

1) Users do not need the 1099 Maintenance Role, just access to Query Viewer;

2) We have expanded the query to include account numbers per request by agencies;

3) By downloading the query into a spreadsheet, users can sort the information in any
format they choose.

This query is a good starting point in your 1099 maintenance. Like the old Mismatch Report, this
query will identify those vouchers that have a different withholding status than the vendor.

How to Run Queries

Search for the query name above, then select ‘Run to Excel.” Enter your business unit in the
prompt and the date range you wish to check on. Click ‘view Results.” Agencies need to keep in
mind the following items:
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Reporting Tools > Query Viewer > NDS_1099_ACTIVITY

This query is a good resource for seeing which vouchers would print on a 1099 as of the dates
entered in the query. It is a complicated query, however, so please keep in mind the following
points when using it.

>

To ensure that all reportable amounts were picked up, the query breaks down vouchers by
invoice line and distribution line. This may be confusing when you first try to read the
results. The column titled “Amount” is equal to the voucher or distribution line. The
“Total Vchr Amt” gives you the total amount paid on that voucher. Both amounts show
only what was reportable.

Ex: If an agency pays a vendor $1200.00, but uses ‘Withholding Basis Amt Override’ in
the voucher withholding link and enters $1,000.00, the amount of $1,000 is what
will show up on this query.

HINT: If an amount shows up twice in the last column on the right, look to see if there are
more than one voucher lines or distribution lines.

The 1099 Activity query has one drawback: Any corrections made from an earlier report
will not show up as being correct the next time this query is run. That is because the query
pulls up the reporting from the voucher, and your corrections are made directly in the
1099 Withholding module. Please save your queries and mark which corrections you
make. If an item that should have been corrected shows up on the new query, compare it
to your old report. There are also online inquiries discussed later that will ensure your
corrections were made properly.

NOTE: All spreadsheets from queries and reports should be printed or saved electronically and
kept for three years after the current fiscal year according to ITD records retention, especially if
corrections need to be made.
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Reporting Tools > Query Viewer > NDS_ACCOUNT_INQUIRY

NOTE: Unlike the previous two queries, this one is not mandatory. But it can be helpful to run
in a variety of situations. Some agencies may have a particular account number they use in
vouchers that causes concern for reporting. Examples:

Case 1:

Case 2:

Case 3:

An agency may be concerned because they want to make sure all their rent
payments are reported and to make sure they are all under withholding class 01. By
using the query above for account 582060 (Rent of Building Space), the query would
show all of that agency’s payments under that account number and whether or not
the voucher was reportable. By copying the query into an Excel spreadsheet, the
results can be sorted by vendor number order to make sure that rent to a particular
vendor is being reported. If vouchers show up with an “N”, but they should be
reported, the user would know that they need to make some corrections.

An agency may be concerned about payments that they do not want reported as
well. Account #712030, Grants to Individuals, may be reportable for some agencies,
but not others. If an agency knows that its grants should not be reported — or at
least a particular type of grant shouldn’t be marked as reportable — a quick look at
this query can tell an agency if they need to remove withholding from some of their
vouchers.

Several of the agricultural commodity groups refund grain tax assessments to
vendors, which are not reportable on a form 1099-MISC. They can use this query to
run on their refund account to make sure the correct location and 1099 reporting
status shows up for their refunds.
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